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ABSTRACT 

A project revalidated, revised, and adapted/modified 
the minimum core competencies for the management and cooperative 
vocational/industrial. education (CIE) courses on the secondary level. 
In Missouri, each marketing instructor teaching a management course 
and each CIE instructor completed a survey instrument for the 
assessment of each core competency in the current curricula. Data 
were tabulated and reviewed by project advisory coimnittees, and 
revisions and/or modifications were made, A review was then conducted 
by selected business/industry personnel for each curricula. Focus 
groups reviewed the revised core curricula and solicited information 
concerning instructional resources. The revised core competencies 
were cross-referenced with selected textbooks and resource materials. 
The project resulted in the development of revised core competencies 
for the management course in the marketing education curriculum and 
general related competencies for the CIE curriculum, (Appendixes to 
the report are survey instruments and the revised competency listing 
for management and CIE, For each area, a teacher's resource guide 
details the cross-referencing of competencies to instructional 
materials. Each resource guide is structured as follows: review of 
revalidation process; list of revisions in the core curriculum; core 
curriculum; expected student learning outcomes; suggested curriculum 
model, including week number, primary focus/core competencies, and 
secondary focus/occupational specific; and cross-referenced 
instructional materials,) (YLB) 
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ABSTRACT 



TITLB: Competency Profile Development for Management in Marketing Education 
on the Secondary Level and Cooperative Vocational/Industrial Education 
Programs on the Secondary Level 

PRXNCXPAZi INVBSTIOATOR: Clifton L. Smith, University of Missouri-Columbia 

PROJICT GOAL: To revalidate, revise, and adapt/modify the minimum core 
competencies for the Management and Cooperative Vocational/Industrial 
Education courses on the secondary level. 

OBJICTIVKS: (1) To develop a revalidation procedure that involves all 
secondary instructors teaching either Management or Cooperative 
Vocational/Industrial Education in Missouri. (2) to develop a revalidation 
procedure that involves selected business/industry personnel. (3) To collect 
and analyze the data from the revalidation procedures and make the necessary 
revisions and/or modifications in the minimum core competencies in each of the 
two curricula. (4) To develop a procedure to cross-reference the core 
competencies with appropriate textbooks and resource materials for utilization 
by marketing and cooperative education instructors. (5) To establish and 
utilize a project advisory committee for each curriculum to assist with the 
revalidation and review of cross-reference of curriculum materials. 

PROCKDURKS: To implement the project design, the following activities were 
conducted: (1) Each marketing instructor teaching a Management course and 
each CIE instructor completed a survey instrument for the assessment of each 
core competency in the current curricula. (2) The data was tabulated and 
reviewed by the project advisory committees and revisions and/or modifications 
were made. (3)^ A review was conducted by selected business/industry personnel 
for each curricula. (4) Focus groups were conducted to review the "revised" 
core curricula and solicit information concerning instructional resources. (5) 
The "revised" core competencies for each curricula were cross-referenced with 
selected textbooks and resource materials. (6) A final review was conducted by 
members of each project advisory committee. 

RKSULTS AND FINDINOS: The specific results and findings from this project 
were the development of "revised" core competencies for the Management course 
in the Marketing Education curriculum ai.d general related competencies for the 
Cooperative Vocational/Industrial Education curriculum. 

FINAL PRODUCT: The final product from this project is a revised competency 
listing for Management and Cooperative Vocational/Industrial Education with 
each containing a Teacher's Resource Guide which details the cross-referencing 
of competencies to instructional materials. 

RICOMMBNDATION FOR FURTHER ACTION: The minimum core competencies in 
Management and Cooperative Vocational/Industrial Education should be reviewed 
and revised a minimum of every five years in order to reflect current 
marketing practices and to cross-reference with the current instructional 
resources available. 



INTRODUCTION 



The Marketing and Cooperative Education section of the 
Division of vocational and Adult Education, through a funded 
project with the Marketing Education program at the University of 
Missouri -Columbia, developed a core curriculum for Management and 
Cooperative Vocational /industrial Education SiS part of the 
vocational instructional Management System implementation in 1984. 
These are the minimum core competencies that should be utilized in 
programs on the secondary level. In order to ensure that the 
secondary programs of Marketing and Cooperative Education are 
providing up-to-date instruction in the discipline of management 
(for Marketing Education programs) and general related curriculum 
(for cooperative vocational/industrial education programs) , these 
conpetencies needed to be revalidated. 

STATBMBNT OF THB PROBLBM 

The goal of this project was to conduct a revalidation of the 
core competencies for both the Management and Cooperative 
Vocational/Industrial Education curricula and make the necessary 
revisions or modifications as deemed appropriate by the audiences 
who utilize them. 

OBJBCTIVBS AND FINDINGS 

The specific objectives and findings of the project were: 
Objective Number Onet To develop a revalidation procedures 
that involves all secondary instructors teaching either Management 



or Cooperative Vocational/industrial Education in the State of 
Missouri. 

Findings t A Survey instrument utilizing a likert scale for 
each curriculum (Management and Cooperative Vocational /Industrial) 
was developed (see Appendix A for a copy of the survey 
instriiments) . The likert scale had five points with descriptors 
ranging from "very critical" to "not critical" for the assessment 
of each core competency in the current curricula. Survey 
instruments was administered to each marketing instructors 
identified as teaching management and to all Cooperative 
Industrial Education teacher- coordinators. These individuals were 
identified through a teachers' list provided by the State Director 
of Marketing and Cooperative Education at DESE. In addition to 
tae survey instrument, each instructor was asked to add any 
additional competencies which they deemed "critical" to the 
curriculum. Instructors were also asked to indicate the title of 
instructional resources that were utilized within the specific 
course . 

Objecti ve Number Two ; To collect and analyze the data from 
the revali-iation procedures and make the necessary revisions 
and/or modifications in the minimum core curriculums. 

Findings : Upon completion of the data gathering from the 
surveys, the data was tabulated and presented to the appropriate 
proj ect advisory committees for their review. Two proj ect 
advisory committees were utilized for this project- -one for the 
Management competencies and one for the cooperative 
vocational/industrial education competencies. Following the 
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revisions and/or modifications made by the project advisory 
committees, the "revised" core competencies for both the 
Management curriculxim and the Cooperative vocational/Industrial 
Education curriculum was reviewed by a select group of business 
and industry representatives for their input and modification. 

Upon completion of the review by business/industry, four 
focus groups were established around the state (two for the 
Management competencies and two for the Cooperative 
Vocational/Industrial Education general related competencies) . 
The purpose of the focus groups were to review the "revised" core 
competencies, solicit information concerning instructional 
resources for the purpose of cross-referencing, and to sort the 
competencies into topical headings under each major duty band. 

Objective Number Three : To develop a procedure to cross- 
reference the core competencies with appropriate textbooks and 
resource materials for utilization by Marketing instructors 
teaching a management course and by Cooperative 
Vocational/Industrial Education teacher- coordinators for the 
general related core competencies. 

Findings ; Once the "revised" core competencies were 
determined, the competencies were cross-referenced with selected 
textbooks and resources materials identified by marketing and 
cooperative industrial education instructors • In addition, 
expected student learning outcomes were developed for major 
subdivisions of the core curriculum. 



POPULATION 

To gather data and information for this project, all 
secondary marketing instructors in Missouri teaching a Management 
course were surveyed and all Cooperative Industrial Education 
teacher- coordinators were surveyed. Selected Marketing 

instructors and Cooperative Industrial Education teacher- 
coordinators were utilized in focus groups and on the project 
advisory committees, A secondary population affected by this 
project, are those students who will enroll in marketing education 
and cooperative vocational /industrial education programs. 

CONCLUSIONS AND RBCOHMSNDATIO'TS 

Conclusion Number One; A core curriculum, composed of 
competencies for the management course, revalidated by both 
marketing instructors and business/industry representatives; and 
cross-referenced to instructional materials will ensure that 
marketing instructors are providing up-to-date instruction in the 
discipline of management. 

RecQmmenr!af -1 nn ? The core con^etency curriculum developed for 
Management should be distributed to local secondary marketing 
instructors. This will enable local secondary marketing 
instructors to continue implementing a vocational instructional 
management system within their programs. 

ConclusiQn Number Two ; The expected student learning 

outcomes and cross-referenced instructional materials by 
competencies will enable instructors to realign curriculum in 
marketing to include a management course. 



Rpcomm^ndatiion ; The Marketing Education Teacher's Resource 
Guide should be distributed to local secondary marketing 
instructors • This will enable local secondary marketing 
instructors to continue implementing a vocational instructional 
management system within their programs. 

Connluslon Number T};iree ; A general related core curriculum, 
conposed of con^etencies for the Cooperative vocational/Industrial 
Education program, revalidated by both teacher- coordinators and 
business/industry representatives, and cross-referenced to 
instructional materials will ensure that Cooperative 
vocational/Industrial Education teacher- coordinators are providing 
up-to-d3te instruction in preparing students for the transition 
from school to work. 

Recommendation ! The core curriculum developed should be 
distributed to local secondary cooperative vocational /industrial 
education teacher- coordinators . This will enable local secondary 
teacher- coordinators to continue implementing a vocational 
instructional management system within their programs. 

Conclusion Number Four! The expected student learning 

outcomes and cross-referenced instructional materials by 
competencies will enable cooperative vocational/industrial 
education teacher- coordinators to realign their curriculum . 

Recommendation : The Teacher's Resource Guide should be 
distributed to local secondary cooperative vocational /industrial 
education teacher- coordinators . This will enable local secondary 
teacher- coordinators to continue implementing a vocational 
instructional management system within their programs • 

erJc o 
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PROCBDURBS 

To implement the project design and to attain the objectives 
set forth, the following activities were conducted: 

1. The project director developed a survey instrument 
utilizing a likert scale for each core curriculum, composed of 
competencies, for the Management and Cooperative 
Vocational/Industrial Education courses. 

2. The survey was administered by mail to all marketing 
instructors identified by the Marketing and Cooperative Education 
section of DESE as teaching a management course and to all 
Cooperative industrial Education teacher- coordinators identified 
by the Marketing and Cooperative Education section of DESE, 

3. Upon completion of the data gathering from the survey, 
the data was tabulated and reported to the appropriate project 
advisory committee. Utilizing the data provided, members of the 
committees made revisions and/or modifications to the core 
competencies. 

4. Following the revisions and/or modifications made by the 
project advisory committees, the "revised" core competencies for 
each curriculum was reviewed by a select group of business and 
industry representatives for their input and modification. 

5. Upon completion of the review by business/industry, four 
focus groups were established around the state (two for each 
curriculum) . The purpose of the focus groups were to review the 
"revised" core curriculum, solicit information concerning 
instructional resources for the purpose of cross-referencing, and 
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to sort the competencies into topical headings under each major 
duty bana. 

6. Once the "revised" core competencies for each curriculum 
were determined, -he project staff "cross-referenced" the core 
competencies with selected textbooks and resource materials. In 
addition, expected student learning outcomes were developed for 
major subdivisions for each of the core curricula. 

7. The project advisory committees for each curriculum 
conducted a final review of all materials for accuracy and 
usability and established the "revised" core competencies. 

RBFBRBNCBS 

Specific references utilized in this study included textbooks 
and materials as referenced in the competency cross-reference. 

SBLBCTBD BIBLIOGRAPHY 

No specific bibliography was utilized in the development of 
this project. 
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ZMSTRUKBHT 

The survey instr\iments utilized in this study are referenced 
in Appendix A of this report. 

GLOSSARY 

No specific glossary was utilized in th\s project. 
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Survey Instruments 
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COOPERATIVE IIDUSTRiAL EDUCATION 
Revalictfttion Instrunent 



DIRECTIONS: Pletse "bubble in" on the attached answer sheet, your rating of the importance of the cowpetencics 
listed for the COOPERATIVE INDUSTRIAL EDUCATION core curriculun. On your answer sheet, maka sure that the 
coRpetency number on tha master list corresponds to the number on the answer sheet. 

USE THE RATING SCALE GIVEN BELOU TO INDICATE YOUR RESPONSE: 

1 NOT IMPORTANT This cotnpettncy SHOULD NOT be in tha Cooperative Industrial Education core 

curriculun. It should be either dropped from tha listing or realigned in the 
curriculum. (Please provide specific conments, if needed, on tha attached 
coonents pegs). 

This compel^y makes LITTLE DIFFERENCE in tha Cooperative Industrial Education 
core curriculum and haa limited value in being retained in the listing. 

This competency ENHANCES the Cooperative Industrlel Education core curriculum 
and has velue in being reteined in the listing, >^ 

This competency makes e SPECIFIC CONTRIBUTION in the Cooperetive Industrial 
Education core curriculun and definitely should be reteined in the listing. 

This competency makes e SIGNIFICANT CONTRIBUTION in the Cooperative Industrial 
Education core curriculun ^nd has criticel velue in being reteined in the 
listing. 



LOU IMPORTANCE 



MODERATE IMPORTANCE 



HIGH IMPORTANCE 



VERY HIGH IMPORTANCE 



Career Reeeerch and Plennino 

1. Name tha atepe in the cereer decision-making process. 

2. List the main aources of cereer information 

3. Complete e personal career profile. 

4. Stete why making a cereer decision has a positive influence. 

5. Name ways in which e person may ecquire the educetion end training necessary to his or her chosen career. 
6» Urite e cereer goal. 

/. Name tha fee tore thet determine whether or not an employee is given e pay raise. 

8. Name the factors thet employers will consider when deciding which omployeee will be promoted. 

9. Name the cons idereti one in deciding whether or not to chenge conpanies. 
10. Cite the courteeies thet should be observed when quitting e job. 



Computer Awareness 

11. List the weys in which computers ere effecting everyday living. 

12. List the types of epplicetion software for microcomputers. 



E^ployennt Orientation 

13. Name the major parts of a person's lifestyle. 

U. Cite the ways in which the work e person does will heve en impact on his/her lifestyle. 
15, List the steps in the decieion-making process. 



Kuaan Relet lone 

16. Stete how daydrauming can help e person in making e career choice. 

17. Name the things thet many people velue. 

BEST COPY AVAILABLE 



1 NOT IMPORTANT 

2 LOW IMPORTANCE 

3 MODERATE IMPORTANCE 

4 HIGH IMPORTANCE 

5 VERT HIGH IMPORTANCE 

IS, tff th« TMton why hav1r« wmrtf Inttrtttt U htlpful In nwkinQ • c«rMr <*«cfiion, - 

f9« St«t« th« dlff«r«nc« bttUMO aptitudt and tbility. 

20« C1t« tha r«Mon why p«rtonaUty tMts My b« helpful In making a carMr chorea. 

21 « Nana tha aott laportant factor in job tuccaaa. 

22. Llat tha quaUtfa« an anployar will axpact of an aiiploy««. 

23. LUt tha thfnga that an amployaa can axpact fron an amployar. 

24. Naoa tha thlnga a paraon n«ada to do to sat along with co-worktra. 

Liat tha paraonal quail tiaa that ara important to auccaaa In tha world of work. 

26. list tht 8taps a person can take to be more effective et influencing people. 

27. Name the ways body language can reveal what a person is feeling. 

Inrnaa Manaqfimt 

28. NaMt tha factora that influence buying. 

29. State how aupply and demand affects prices. 

30. Name tha atap« in naking long*ranga buying. 

31 « Cite what a wiaa conavmr should know about shopping. 

32. Oaacribe waya to avoid conaumer fraud. 

33. Damonatrata an underatanding of conauner righta by giving axamplaa of protection under FOA« FTC, and 
Consumer Product Safety laws. 

34. Make and keep a aimplc budget. 

3S« Name tha raaaona for reviewing one*a apending periodically. 

36. Cite aourcaa of help for financial problatns. 

37. Liat aarvlces that banka provide. 

38. State edvantegea of having a checking account. 

39. Liat tha typea of checking accounts. 

40. Oemonatrete ho;^ to endorse e check correctly. 

41. Fill out e deposit allp correctly. 

42. Write e check In proper form and make appropriete recorda in tha check register. 

43. Name the major advantage and disadvantage of using credit. 

44. Celculete the amount of credit advisable for an individual. 

45. Name the typea of credit. 

46. Cite the reeaona for receiving e poor credit reting. 
^7. Name the items included in most credit contrects. 

48. Identify the types of interest. 

49. Celculete the actual dollar cost of credit. 

BEST COPY AVAILABIE 
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1 NOT IMPORTANT 

2 LOU IMPORTANCE 

3 MODERATE IMPORTANCE 

4 NIGH IMPORTANCE 

5 VERY NIGN IMPORTANCE 

50« Cif th« rMtont uhy people buy intUf-anc*. 

51 • N«w th« •r«M that hold tho oroatost potential for financial trotibla fn th« avant of loss. 

52. Nama tha typt of autoaiobila Insuranca that fa tha moat important for car ownara to hava. 

53. Stnta tha advantagaa of group haalth insuranca plana« 

54. Cita major daciaions to ba iMd« in buying a health insurance policy. 

Job Application and Interview 

55. List the sources for job leads. 

Coinplete an application form^ letter of application^ and personal data sheet. 
67. Describe uhat a person should do to prepare for a job interview. 
>8. Deacribe the pointa to ra aww ber about an applicants conduct during a job interview. 
^« Anawer typical interview questions. 

Leadership DavelopMnt 

60« List the positive cheracteriatics of leaders. 
61 « Describe weys to develop leadership skills. 

Leoal RaapomlfoUftiaa 

62. Stete the Major types of lews. 

63. List the elements necessary to make a contract binding. 
64« Naaie the cetegoriea of crimes. 

Private Cntarprfsa Economica 

65. Stete the difference between privets enterprise and other economic ayatema« 

66. Stete the reeaor. our economy is a mixed aystem rather then e true free enterprise system. 

67. Describe how producers decide which goods end services, end how much of each, to produce. 
66. Llat the fectora that affect changes in prices. 

69. Describe why the economy expands and contracts ao fret>iently. 

70. Stete the difference between an open shop and a closed shop. 

71. Describe ways in which the government ia involved in our economy. 

OcojfMtlonal Cownicatlona 

72. Identify the primary communication skills. 

73. Describe the difference between hearing end listening. 
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1 NOT IMPORTANT 

2 LOW IMPORTANCE 

3 MODERATE IMPORTANCE 

4 HIGH IMPORTANCE 

5 VERY HICK IMPORTANCE 

74. List th« •tr«t«gi«« for llsttning th«t iinprov* understanding. 

75. D«scr1lM th« advantages a written Message nay heve over e spoken onss. 

OccMpatlgnal Mathaaatfcs / 

76. Compute addition^ subtraction^ Muitipiicetion, and diviaion problems. 

77. Coflipute aultipiication of decimal number problema. 

Occt^aatfonal Safety 

78. Describe the main causes of ecci dents. 

79. Cite the ceuses of fetigue. 

60. List the types of himan error that cause eccidents. 

81. Describe the ways in uhich safety hazards on the job can be reduced. 

82. Cite the egenciea that uork to prevent eccidents. I 

I 

! 

! 

Social Security 

83. Cite the gro44)e of people who contribute to social security. 

84. List the fectors thet determine the smount of one's sociel security benefit. 

85. Nana the typea of sociel security benefits. j 

86. Identify the sociel ineursnce programa for non-retired workera. i 

87. Liat the rjsea for oneU aocial aecurity number. 

Tax Reapmibilftfee | : 

88. Cite the reasons governnents need money. 

89. List the mejor services people receive in return for paying taxes. 

90. List the different kinds of tsxes. 

91. Cite the factora in determining whether or not e peraon ahould file e tax return. 

92. stete the deedline for filing income tax returna eech year. 
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COOPBRATIVK IMDUSTRIAIi IDUCATION/COOPBRATIVK OCCUPXTIONAI. BDUCATION 

Competency Revalidation Instmment 

DIRBCTXONS: Please indicate your rating of the "revised" Cooperative Industrial 
Education/Cooperative Occupational Education competencies for the core curriculum by 
circling your response. Use the rating scale given below to indicate your response: 



SA (STRONGLY AGREE) : 

A (AGREE) : 

K (NEUTRAL) : 

D (DISAGREE) : 

SO (STRONGLY DISAGREE) : 



This competency ghnulfi df^fini t.Rly hR included in the core 
competencies. 

This competency should bp inniudfrd in the core conrpetencies . 

nr)df>nidRd if this competency should be included in the core 
competencies . 

This competency should n nf inaludf^.d in the core 
competencies . 

This competency <ihnnld ^^f^irn'rioVy nn^ h/Q innludf^^d in the 

core competencies. 



A. CARBBR RB8BARCK AMD PLANNING CZRCIiB YOUR RBSPONSB 



1. 


List the main sources of career information. 


SA 


A 


N 


D 


SD 


2. 


Develop a personal career profile. 


SA 


A 


N 


D 


SD 


3. 


State why making a career decision has a positive influence. 


SA 


A 


N 


D 


SD 


4. 


Identify a tentative career goal within an industry. 


SA 


A 


N 


D 


SD 



ADDITIONAL COMPETENCIES: 



6* TBCHNOLOOY AWARBNBSS 

1. Appraise the basic functions of computers. SA A N D SD 

2. Demonstrate the ability to utilize basic software packages-- 

such as word processing, data-base management systems, and 

electronic spreadsheets. SA A N D SD 

3. Demonstrate the ability to apply the scientific method to 

situations encountered in the work place. SA A N D SD 

ADDITIONAL COMPETENCIES: 



C» XNPIiOYNBNT ORXBNTATION 



1. Demonstrate self discipline, including regular and punctual 





attendance and dependability within the work place. 


SA 


A 


N 


D 


SD 


2. 


Demonstrate a willingness to learn as it applies to the work place. 


SA 


A 


N 


D 


SD 


3. 


Demonstrate the ability to work ^ith or without supervision* 


SA 


A 


N 


D 


SD 


4. 


Cite the importance of the need for organization, supervision. 














rules, policies, and procedures in the work place. 


SA 


A 


N 


D 


SD 


5. 


Determine what is needed to accomplish work assignments. 


SA 


A 


N 


D 


SD 



ADDITIONAL COMPETENCIES: 
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D. HUMUkH RlIiATZONS 



1. 


List the major parts of a person's lifestyle. 


SA 


A 


N 


D 


SD 


2. 


Cite the difference between aptitude and ability. 


SA 


A 


N 


D 


SD 


3 . 


Identify problems within the work place, evaluate possible 














solutions, and reach a logical decision to handle the problem. 


SA 


A 


N 


D 


SD 


4. 


Adjust to \inanticipated situations in the work place by applying 














established irules and regulations. 








U 


oJJ 


5. 


Demonstrate the ability to offer and accept criticism 














constructively. 


SA 


A 


N 


D 


SD 


6 . 


Demonstrate respect for the opinions, customs, and individual 














differences of others. 


SA 


A 


N 


D 


SD 


7 . 


Interact in a socially appropriate manner. 


SA 


A 


N 


D 


SD 




ADDITlONAli COMPETENCIES: 










- 


X. 


JOB APPLICHTXOll AHD IVTSRVIKW 












1, 


Develop a letter of application and a personal resume for a 














position within an industry. 


SA 


A 


N 


D 


SD 


2. 


Complete an application for employment as utilized in an industry. 


SA 


A 


N 


D 


SD 


3. 


Meet the standards of dress and grooming for an employment 














interview within an industry. 


SA 


A 


N 


D 


SD 


4. 


Describe appropriate personal hygiene for an employment interview 














and a position within an industry. 


SA 


A 


N 


D 


SD 


5. 


Demonstrate a positive attitude toward oneself, work, and pride 














in accomplishment during an employment interview. 


SA 


A 


N 


D 


SD 




ADDITIONAL COMPETENCIES: 












F. 


IaKADSRSHIP dbvklopmsnt 












1. 


List the positive characteristics of leaders. 


SA 


A 


N 


D 


SD 


2. 


Demonstrate the cibility to set goals and allocate time to 














achieve them. 


SA 


A 


N 


D 


SD 


3. 


Demonstrate the capacity to accept responsibilities. 


SA 


A 


N 


D 


SD 


4. 


Explain the responsibilities of citizenship. 


SA 


A 


N 


D 


SD 


5. 


Participate in group and committee discussions to reach 














group consensus. 




A 


N 


D 


SD 



ADDITIONAL COMPETENCIES: 



ERIC 
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0. PRIVATB FREE ENTSRPRISK ECONOMICS 

1. List the differences between an open shop and a closed shop, 

2. Describe the way in which the government is involved in our 

economy, 

3. Cite the differences in the economic systems of the U.S. and 

other countries, 

4. Describe the circular flow of economic activity. 

5. Cite the characteristics o"^ the free enterprise economic system. 

6. Describe the roles of industry and labor in the creating wealth 

maintaining employment, and raising the standard of living. 

ADDITIONAL COMPETENCIES: 



H« OCCUPXTIONXL COIOCUyiCXTIONfS (WRITTEN AND ORAL) 



SA 


A 


N 


D 


SD 


SA 


A 


N 


D 


SD 


SA 


A 


N 


D 


SD 


SA 


A 


N 


D 


SD 


SA 


A 


N 


D 


SD 


SA 


A 


N 


D 


SD 



1. 


Identify the primary communications skills. 


SA 


A 


N 


D 


SD 


2. 


List the strategies for listening that improve understanding 














and performance on the job. 


SA 


A 


N 


D 


SD 


3. 


Describe the advantages a written message may have over a spoken 














one. 


SA 


A 


N 


D 


SD 


4. 


Read and understand written communications of an industry. 


SA 


A 


N 


D 


SD 


5. 


Compare cind contrast different forms of written business 














commmication as utilized in industry. 


SA 


A 


N 


D 


SD 


6. 


Comprehend and give oral instructions as related to the work place. 


SA 


A 


N 


D 


SD 


7 . 


Speak in a business like manner. 


SA 


A 


N 


D 


SD 



ADDITIONAL COMPETENCIES: 

I. OCCUPXTIONXL NATHEMXTICXL COMPUTATIONS 

1. Compute addition, subtraction, multiplication, and division 
2. 
3. 
4. 
5. 
6. 
7 . 

ADDITIONAL COMPETENCIES: 



problems as related to industry. 


SA 


A 


N 


D 


SD 


Compute addition, subtraction, multiplication, and division 












of decimal number problems as related to industry. 


SA 


A 


N 


D 


SD 


Interpret cjuantitative information from tables, charts, and 












graphs as it relates to industry. 


SA 


A 


N 


D 


SD 


Compute ratios, proportions, percentages and algebraic equati'^ns 












with a single unknown as related to industry. 


SA 


A 


N 


D 


SD 


Calculate distance, weight, area, vol\ame, and time problems as 












related to industry. 


SA 


A 


N 


D 


SD 


Determine the costs, time, or resources needed to complete a task 












within an industry. 


SA 


A 


N 


D 


SD 


Compute costs and make change as it applies to an industry. 


SA 


A 


N 


D 


SD 
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OCCUPATIONAL SAFKTY 



1. Cite the agencies that work to prevent accidents on the joh. ^ ^ m n 

2. List the types of human error that cause accidents on the joh. SA a n u bu 

3. Describe the way in which safety hazards on the job can be reduced. SA A N D SD 

ADDITIONAL COMPETENCIES: 

CI«/C01 COMPBTEHCY QUKSTIOMHAIRI 
!• Ar* tli0r« any additional haadings (duty banda) that ahould ba addad? 



a. Ara thara any apacific haadinga (duty banda) that ahould ba droppad? 



Ara thara any apacific coapatanciaa that naad to be realigned under 
apeciflc heading (you aay indicate changea on the inatruaent alao)7 



4. Are there apacific commanta that you have that need to be taken into 
conaideration in regard to the "reviaed* coapetenciea? 



BEST COPY AVAIUBLE 



ERIC 
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COOPSRATIVK INDUSTRIAL KDUCATION/COOPKRATIVS OCCUPATIONAL EDUCATION 

Competency Revalidation Instrument 
Revisions as of 3/26/91 

DXRSCTIONflt Please indicate your rating of the "revised" Cooperative Industrial 
Education/Cooperative Occupational Education general related competencies for the core 
curriculiom by circling your response. Use the rating scale given below to indicate your 
response: 

A (AGREE) : This competency .qhoTjJd inrTnrif^ri in the core competencies. 

N (NEUTRAL) : Undecided if this competency should be included in the core competencies. 

D (DISAGREE) : This competency should not h& inoludRd in the core competencies. 

A. CARKXR RBSSARCH AND PLANNINQ CIRCLX RSSPONSX 

1. Identify a career objective, utilizing all available sources 





of career information. 


A 


N 


D 


2. 


Develop a personal career profile. 


A 


N 


D 


3. 


Develop tentative short-rauige, mid-range, and long-range 










career decisions within an industry. 


A 


N 


D 



ADDITlONAIi COMPETENCIES: 



B* TSCHNOLOOY AWARKNKSS 

1. Perform basic operations on a computer. A N 

2. Demonstrate the ability to recognize and utilize basic software 

packages such as word processing, data-base management systems, 

and electronic spreadsheets. A N 

ADDITIONAL COMPETENCIES: 



C* KMPIiOYllXNT ORISNTATION 

1. Demonstrate self discipline, including regular and punctual 

attendance and dependability within the work place. 

2. Demonstrate a willingness to learn as it applies to the work place. 

3. Demonstrate the ability to work with or without supervision. 

4. Illustrate that organization, supervision, rules, policies, 

and procedures are important to the success of a business. 

5. Determine what is needed to accomplish work assignments. 

ADDITIONAL COMPETENCIES: 



ERIC 
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A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 



S. HUMXH RBX.XTIOHS 

1, Illustrate the major parts of a person's 

2, Demonstrate how aptitude and ability can impact a person's 

success in an industry, 
3 Identify problems within the work place, evaluate possible 

Slitlons, and reach a logical decision to handle the problem 

4. Adjust Jo ixanticipated situations in the work place by applying 

established rules and regulations. 

5. Demonstrate the ability to offer and accept criticism 

constructively. • 

6. Demonsttace respect for the opinions, customs, and individual 

differences of others. 

7. interact in a socially appropriate manner. 

iUDDITIONAL COMPETENCIES: 



AND 

AND 

AND 

AND 

AND 

AND 
AND 



JOB akPPLICXTIOH XHD IHTKRVHW 

1. Develop a letter of application and a personal resume for a 

position within an industry. 
2 Complete an application for employment as utilized m an industry. 

3. Meet the standards of dress and grooming for an employment 

interview within an industry, 

4. Describe appropriate personal hygiene for an employment interview 

and a position within an industry, 

5. Demonstrate a positive attitude toward oneself, work, and pride 

in accomplishment during an employment interview. 

6. Complete a thank-you letter for an employment interview. 

ADDITIONAL COMPETENCIES: 



A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 



F, LXXDXRSHIP DKVKXiOPMXNT 

1. Demonstrate how positive leadership characteristics can assist 

an individual within an industry, 

2. Demonstrate the ability to set goals and allocate time to 

achieve them, 

3. Demonstrate the capacity to accept responsibilities. 

4. Explain the responsibilities of citizenship. 

5. Participate in group and committee discussions to reach 

group consensus. 

ADDITIONAL COMPETENCIES: 



A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 
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Q« PRZVXTS VRIS SNTSRPRXSS SCOHOMZCS 

1. Interpret the effects, advantages, and disadvantages of the 

open shop versus the closed shop. 

2. Describe the way in which the government is involved in our 

economy. 

3. Delineate the differences between different economic systems. 

4. Describe the circular flow of economic activity. 

5. Cite the characteristics of the free enterprise economic system. 

6. Describe the roles of industry and labor in the creating wealth 

maintaining employment, and raising the standard of living. 

ADDITIONAL COMPETENCIES: 



H. OCCUPATIONAL COMMUNICATIONS (WRITTEN AND ORAL) 

I. Identify the primary communications skills. 

2. Illustrate listening strategies that improve understcinding and 

performance on the job. 

3. Describe the advantages a written message may have over a spoken 

one. 

4. Read and understand written communications of an industry. 

5. Compare and contrast ^^Iflerent forms of written business 

communication as utilized in industry. 

6. Comprehend and give oral instructions in a business like manner 

as related to the work place. 

7. Demonstrate proper business like methods of placing/receiving 

telephone calls and recording telephone messages. 

ADDITIONAL COMPETENCIES: 



I. OCCUPATIONAL NATHIMATICAL COMPUTATIONS 

1. Compute addition, subtraction, multiplication, and division 

problems as related to an industry. 

2. Compute addition, subtraction, multiplication, and division 

of decimal number problems as related to an industry. 

3. Interpret quantitative information from tables, charts, and 

graphs as it relates to an industry. 

4. Compute ratios, proportions, percentages and algebraic equations 

with a single unknown as related to an industry. 

5. Calculate distance, weight, area, volume, and time problems as 

related to an industry. 

6. Determine the costs, time, or resources needed to complete a task 

within an industry. 

7. Compute costs and make change as it applies to an industry. 

ADDITIONAL COMPETENCIES: 



BEST COPY AVAIUBLE 



A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 



A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 



A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 


A 


N 


D 
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J. OCCUPXTXONXIi SAFETY 

i* Describe actions that various agencies take to prevent accidents 

on the job, AND 

2. Illustrate how accidents on the job can be caused through human 

error. AND 

3. Identify potentially hazardous situations and apply appropriate 

solutions. AND 

ADDITIONAL COMPETENCIES: 



U. INDIVIDUALIZBD INSTRUCTION 

1. Analyze technical and related information required of an industry. AND 

2. Apply specific technical and related information to supervised 

employment within an industry. AND 

3. Demonstrate appropriate job knowledge and skills in supervised 

employment within an industry. AND 

ADDITIONAL COMPETENCIES: 



CIX/COX COMPKTXMCY QUKSTIONNAXRK 



1. XTm th«r« any apacific compatttncltts that n««d to ba raallgnad under a 
8paci£ic heading (you may indicata changes on the inatrument also)? 



2. Are there specific comments that you have that need to be taken into 
consideration in regard to the "revised" competencies? 



Signature School 



ERIC 
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MANAGEMEIIT 
fttvalidation Inttruaent 



DIRECTIONS: Please "bubblt in" on the etteched enswer sheet, your rating of the importance of the competencies 
listed for the MAWAGEMENT core curriculun. On your answer sheet, make sure that the competency number on the 
master list corresponds to the nunber on the answer sheet. 

USE THE RATING SCALE GIVEN BELOU TO INDICATE YOUR RESPONSE: 

1 NOT IMPORTANT This conipetency SHOULD NOT be in the Management core curriculun. It should be 

either dropped from the listing or realigned in the curriculum. (Please provide 
specific cwmwnta. If needed, on the attached commants page>« 

2 LOU IMPORTANCE This competency makes LITTLE DIFFERENCE in the Management core curriculum and 

has limited value in being retained in the liating. 

3 MODERATE IMPORTANCE Thia cotnpetency ENHANCES the Management core curriculum and hea value in being 

retained in the listing. 

4 HIGH IMPORTANCE This competency makes a SPECIFIC CONTRIBUTION in the Management core curriculun 

and definitely should be retained in the listing. 

5 VERY HIGH IMPORTANCE This coo^tency makes a SIGNIFICANT CONTRIBUTION in the Management core 

curriculum end has critical value in being retained in the listing. 

Ftftctions of Manag<wnt * 

1. Justify tne need for management. 

2. Describe the vital requirements of an organization. 

3« Decide whether a given group of people and resources constitute an organization. 

4. Define management and managers. 

5. Diatinguiah between managerial and nonmanagerial activities. 

6. Recognize the extent of management specielizetion in e given organization. 

7. Explain differencea betMen business, government and nonprofit organizationa that affect the duties of 

their managers. 

Study of Managrawiit * 

8. Compare the methods and aims of the classical, human relations, quantitative schools of management thought. 

9. Sort given management activities into defined functions. 

Planning ProcMs * 

10. Define planning and controlling. 

11. Identify the atepe in the planning process. 

12. Identify the types of plans. 

13. Describe the kind of information in each type of plan. 

4 

Forecasting end Premiaing * 

14. Identify the kind of forecast needed to establish a specific premise. 

15. Determine whether a given premise is internal or external, controllable or uncontrollable, and measurable. 

16. Describe four areas of en organization's environment for which premises may be needed. 

17. Distinguish between external premises and internal premises used for forecasting in management planning. 



1 

BEST COPY AVAILABLE 



1 MOT IMPORTANT 

2 tOU IMPORTANCE 

3 MOOERATE IMPORTANCE 

4 HIGH IMPORTANCE 

5 VERY HIGH IMPORTANCE 

Plwnina and Decision Making * 

18. Proposa iMthodt for tptcifying dasired actiona Maturabla term. 

19. Aaaaaa tha auitabUity of fonwil inathotJa for uaa \n apacifie planning and dacUion waking appUcationa. 
Controlling Procaaa * 

20. Judga tha adaquacy of gfvan atandarda for uaa in control. 

21. Propoaa apacifie actiona to corrtct deviationa datactad through control. 

22. ForRwlata a gancral control program for a simpla organization. 

Organizing Proceaa * 

23. Oavalop an organizational chart to illustrata tha formal relationshipa. 

24. Identify laathoda of dapartmantalization that apply to a spacific organizing aituation. 

Staffing Organizationa * 

25. Utilisa a ayatamatic approach to choosa among candidataa for a apacifie poaition. 

26. ForMulata and aaaaaa an appraiaal procedura for a siinpla organization. 

27. Oateraiina uhan training and davcloptnent ara needed in an organization. 

28. Propose a progran for training manager to fit given future position. 

Diracting * 

29. Interpret the rolea of different kinds of authority end influanca in a epacific managamant aituation. 

30. Orient aaiployeea end issue instructions in e manner required of the orgenization and personal cherecteri 
tics of aubordi nates. 

31. Identify atapa for avoiding difficulties resulting fro« delegetiofi. 

32. Apply MBO to integreta directing end influencing uith other managomont functions. 

Person^ Groi|>a, and Organiiat^ona 

33. Identify the kinda of rewards people seek et work. 

34. Relete rewerda to individuals' performance end choices in specific situationa. 

35. Assess the probable roles of formal end informal organizations in given interactions. 

36. Predict the influences of group cohesion, group norms, end informal leaders on individual behavior. 

37. Recognize the existence of confW -t and propose epproaches to its resolution in specific cases. 

Coaaiaii cat ions 

3d. Analyze the effects of obstacles to cotnmunication in given interactions. 
39. Appreise managerial communication practices. 



2 




1 NOT INratTAMT 

2 LOy IMPORTANCE 

3 MODERATE IHPOftTANC€ 

4 HIGH IMPORTANCE 

5 VERY HIGH IMPORTANCE 

40. Apply guidclinet to inprovt nanagerial conmunication practices. 
Notivation 

41. Propoaa a firactUtl application of aach thtory of not Wat Ion. 

42. Outline an oriitrly approach for davalopina a conaUttnt Motivational program for an organization. 
LMdarahIp 

43. Compara and contrast a nunbar of different inodtla of leadership behavior. 

44. Apply Fiedler*s contingency approach to predict the success of leadership behavior in given situations. 

45. Identify the factors in a given management situation that influence the choice of a leadership style. 

Social Concerns and Nonagcvcnt Decisions 

46. Analyse the af facta of different aourcaa of social concern in management decision making. 

47. Evaluate the Influence of fornal organization in cauaing, preventing and repairing damage to the physical 
environnant* 

48. Identify the n sada and riphts s Ksnagar must balance in creating a socially responsible organization. 

49. Detemine the extant that needs and rights of s nanagar are balanced in a given situation. 

GovemMnt Re9ulation and Maiiagr— nt Dacisions 

50. Identify fsdersl, stste« and local government regulations with which a manager should be familiar. 
Manorial Fitlcte 

51. Differentiate between the roles and responsibilities of top executives and those of lower-level managers. 

52. Identify and explain the major functions and responaibi litiea of peraons holding positions in marketing, 
distribution, and sales management. 

53. Identify the key functions and responsibilities of production or operations managers. 

54. Identify the most important tasks and functions of financial management. 

55. Outline the major areas of concern for personnel managers. 

56. Analyze the planning and controlling tasks and responsibilities of a supervisory management position. 

57. Identify the role and responsibility of management in a non*profit organization. 

Information Systems and KanaQoaant 

58. Identify information uses, data sources, transmission channels, and processing centers in an actual 
organization. 

59. Apply a method of information systems analysis in siinple organizational settings. 

60. Identify characteristics of computer systems that are useful in integrated information systems. 
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BEST COPY AVAILABLE 

Er|c 



1 NOT IMPOItTANT 

2 LOU IMPORTANCE 

3 MODERATE IMPORTANCE 

4 HIGH IMPORTANCE 

5 VERY HIGH IMPORTANCE 



Ouintitativ* Itethodi for Wa ni RMM n t DwiUiom 
61. Analyse ctocUion Micino altuatloni to ravtal which aspacts may ba aaaUtad by quantitative tachniquas. 
62« Apply a MU<on traa ta a dacU1on« aWan approprlata numarlcal InforMitlon, 
63. Sntarprat a aimpla gama thaory laatrU* 



*NOTE: Thasa duty banda ara Idantiflad a> a niniKJi cora for a ona-aaawatar coursa in management in 
marketing education curriculim. 
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MANAGEMENT REVALIDATION QUESTIONNAIRE 



Please provide your specific comments regarding the Management curriculum that will assist in 
the revalidation process. 

1 . What, if any, specific units or competencies need to be added to the Management core 
curriculum? 



2. What, if any, specific unit or competencies need to be dropped or realigned in the 

Management core curriculum? (Refer to any competencies that you may have rated as a "r 
in answering this question). 



3. Are there any specific instructional resources (textbooks, reference books, etc.) that 
you would like to have specific competencies cross-referenced for purposes of leaching the 
Management core curriculum? 



4. Are there specific comments you wish to make in regard to the Management core 
curriculum that need to be addressed by the Missouri Marketing Education Curriculum 
Team? 



ERIC 
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(Sup«rvl0ory) MANAGKNiyT 

Revalidation Instrument 

DXftSCTlOHSt Please indicate your rating of the "revised" management competencies for 
the core curriculum by circling your response. Use the rating scale given b-.jlow to 
indicate your response: 

3A (STRONGLY AGREE) : This competency <fhnu7d d ^f^n^^p7y inrliidf^d in the core 

competencies . 

A (AGREE) : This competency ^hnuld hf=^ ,inrlnr?^d in the core 

competencies. 

N (NEUTRAL) : TindRnidf^.d if this competency Should be included in the core 

competencies . 

D (DISAGREE) : This competency -'^on7d nnr hR innlud^d in the core 

competencies . 

SD (STRONGLY DISAGREE) l This Competency fthnuld df>finitfi»ly nnr hp innludf^d in the 

core competencies. 

k« FUHCTIOHS OF NAHAOKIUNT CIRCLS YOUR RBSPOVSK 



1. 


Justify the need for management. 


SA 


A 


N 


D 


SD 


2. 


Define management, managers and supervisors. 


SA 


A 


N 


D 


SD 


3 . 


Distinguish between managerial and non- managerial activities. 


SA 


A 


N 


D 


SD 


4 . 


Describe the roles of a supervisory manager. 


SA 


A 


N 


D 


SD 


B « 


STUDY OF MXMAOBNKMT 












1. 


Sort given management activities into defined functions. 


SA 


A 


N 


D 


SD 


2. 


Describe general supervision vs. autocratic supervision. 


SA 


A 


N 


D 


SD 


C. 


PLANMIIIQ 












1. 


Define planning and control. 


SA 


A 


N 


D 


SD 


2. 


Identify the steps in the planning process. 


SA 


A 


N 


D 


SD 


3. 


Identify the types of plans. 


SA 


A 


N 


D 


SD 


4* 


Describe the kind of information in each type of plan. 


SA 


A 


N 


D 


SD 


5. 


Define short-term planning. 


SA 


A 


N 


D 


SD 


6 . 


Define long-term planning. 


SA 


A 


N 


D 


SD 


7 . 


Define intermediate planning. 


SA 


A 


N 


D 


SD 


8. 


Define Management by Objectives (MBO) . 


SA 


A 


N 


D 


SD 


9. 


Distinguish between the different management level's 














planning processes. 


SA 


A 


N 


D 


SD 


D* 


PLANNIVO AND DKClSlOV NAKIMO 












1. 


Propose methods for specifying desired actions in measurable 














t erms . 


SA 


A 


N 


D 


SD 


2. 


Describe the types of supervisory decisions. 


SA 


A 


N 


D 


SD 


3. 


Describe the steps of general decision making process. 


SA 


A 


N 


D 


SD 
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SA 


A 


N 


D 


SD 


SA 


A 


N 


D 


SD 


SA 


A 


N 


D 


SD 


SA 


A 


N 


D 


SD 


SA 


A 


N 


D 


SD 


SA 


A 


N 


D 


SD 


SA 


A 


N 


D 


SD 


SA 


A 


N 


D 


SD 


SA 


A 


N 


D 


SD 



K« COHTROLIjIHO 

1. Judge the adequacy of given standards for use in control. 

2. Propose specific actions to correct deviations detected 

through control. 

3. Recognize the importance of delegation. 

4. Discuss the principles relevant to effective delegation. 

5. Define the unity of command principle. 

6. Justify the importance of accountability. 

7. Define the principles of unity of command and span of 

control. 

8. Describe the three types of authority found in organizat; 
r. OROAMIZIHO 

1. Develop an organizational chart to illustrate formal 

relationships. 

2. Identify the methods of departmentalization that apply to 

a specific orgsinizing situation. SA A N D SD 

3. Determine the importsince of objectives in supervisory 

management. SA A N D SD 

4. Identify the f\indamentals of supervisory organization. SA A N D SD 

5. Recognize the stages of orgsinizational growth. SA A N D SD 

6. Compare and contrast the difference between line and staff. SA A N D SD 

o. STArriHQ 

1. 

2. 
3. 
4. 
5. 
6. 

H. 
1. 
2. 



Utilize a systematic approach to choose among candidates for 












a specific position. 


SA 


A 


N 


D 


SD 


Formulate and assess an appraisal procedure for a simple 












organizat ion . 


SA 


A 


N 


D 


SD 


Determine when training and development are needed in an 












organizat ion . 


SA 


A 


N 


D 


SD 


Propose a program for training individuals for future 












positions. 


SA 


A 


N 


D 


SD 


Describe the responsibilities for selecting, training and 












appraising employees. 


SA 


A 


N 


D 


SD 


Identify how to plsin personnel needs and how to find 












employees for specific positions. 


SA 


A 


N 


D 


SD 


DIRKCTIVQ 












Interpret the roles of different types of authority and 












influence in a specific management situation. 


SA 


A 


N 


D 


SD 


Orient employees and issue instructions in a manner 












required of the organization and personal characteristics 












of subordinates . 


SA 


A 


N 


D 


SD 


Identify steps for avoiding difficulties resulting from 












delegation. 


SA 


A 


N 


D 


SD 
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I. PBRSOM, GROUPS XND ORaXHIZXTXON 



1 

J. • 


Tf^oni- 1 -Fv i-htfi 1-vnps of irewards inciiviciua.ls S6ek 3.t work. 


SA 


A 


N 


D 


SD 


2. 


Relate rewards to individuals' performance and choices in 














specific situations. 


SA 


A 


N 


D 


SD 


3. 


Recognize the existence of conflict and propose approaches 










SD 




to its resolution in specific cases. 


SA 


A 


N 


D 


4 • 




SA 


A 


N 


P 


SD 


c 

D • 


'noar»r"'iHo i-Vio noQQim^ P'P'fPPl"^ 0"f Pval llAt "i DTI On eiTtDlOVee 














lUV^X CI X . 


SA 


A 


N 


D 


SD 


O • 


jjtix me uilc; xUi.c; Ul. oLi^JWi. V xo»-/x y iiiciiioi^dud.ii-' xii va^^ox i.Lii^A.xi.ox 














<^pr»T an ona involvinCT pmr>l ov^p waoe inpicpasps « variaJ^le oav 
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1. 


Analyze the effects of obstacles to communication in given 














interactions. 


SA 


A 


N 


D 


SD 


2. 


Appraise managerial communication practices. 


SA 


A 


N 


D 


SD 


3 . 


Apply guidelines to improve managerial communication 














cract i CPS 


SA 


A 


N 


D 


SD 


A 


npflfTibp i-hp i"VOPR of suDPrvi sorv communication. 


SA 


A 


N 


D 


SD 
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SA 


A 


N 


D 


SD 


6 . 


Describe the components of the supervisory communication 














process model . 


SA 


A 


N 


D 


SD 


K • 


MOl* X VA.!* X O H 












1, 


Outline an approach foir developing a consistent 














motivational program for an organization. 


SA 


A 


N 


D 


SD 


2. 


Describe the supervisor's role in assisting employees 














achieve satisfaction of their needs. 


SA 


A 


N 


D 


SD 


3 • 


Recognize the relationship between money , motivation 
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SA 


A 


N 


D 


SD 


4 . 


Describe the effects of a ** j ob rotation" strategy. 


SA 


A 


N 


D 


SD 


5. 


Describe the use and effects of "job enlargement." 


SA 


A 


N 


D 


SD 


6* 


Describe the use and effects of "job enrichment." 


SA 


A 


N 


D 


SD 


/ • 


Describe the motivational effects of "participative 














management . " 


SA 


A 


N 


D 


SD 


8. 


Describe how "Theory Z" can be used as a motivational 














tool. 


SA 


A 


N 


D 


SD 


9, 


Determine how to inspire self-confidence, develop 














individuals, and increase productivity of an organization. 


SA 


A 


N 


D 


SD 


10, 


Identify the conditions for effective team building. 


SA 


A 


N 


D 


SD 
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!♦ Con^are and contrast the different models of leadership 





behavior • 


SA 


A 


N 


D 


SD 


2. 


Identify the factors in a given management situation that 














influence the choice of a leadership style* 


SA 


A 


N 


D 


SD 


3. 


Define McGregor's Theory X and 


SA 


A 


N 


D 


SD 


4* 


Identify the advantages and disadvantages of Theory X and Y. 


SA 


A 


N 


D 


SD 


5* 


Define discipline* 


SA 


A 


N 


D 


SD 


6. 


List the steps of progressive discipline* 


SA 


A 


N 


D 


SD 


7 . 


Describe the supervisor's disciplinary role. 


SA 


A 


N 


D 


SD 


8. 


Identify how supervisory control works. 


SA 


A 


N 


D 


SD 


9 . 


Describe how preventive control works* 


SA 


A 


N 


D 


SD 


10. 


Identify ways in which a supervisor may effectively 














function with higher level management* 


SA 


A 


N 


D 


SD 


u. 
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I. 


Identify federal, state, and local government regulations 














with which supervisory management should be familiar. 


SA 


A 


N 


D 


SD 
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!• 


Differentiate between the roles and responsibilities of top 














executives and those of lower- level managers* 


SA 


A 


N 


D 


SD 
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1. 


Differentiate between data processing and management 














information systems* 


SA 


A 


N 


D 


SD 
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MANA6BMENT QUBSTZONNAZRB 



Please indicate any specific competencies that need to reworded 
or realigned under a specific heading (you may indicate changes 
on the instrument also) . 



Are there any specific headings that need to be changed or 
reworded? 



Are there any additional competencies or headings that should 
be added? 



Are there any specific conqpetencies or headings that should be 
dropped? 



Are there specific comments that you have that need to be 
taken into consideration in regard to the revalidation? 



(Supervisory) MANl^OBMBNT 

Revalidation Instrument- -2nd Round 



DXRBCTXONS: Please indicate your rating of the "revised" management competencies for 
the core curriculxam by circling your response* Use the rating scale given below to 
indicate your response: 

X (AGREE): This competency .qhoij7r? hf=> innliK^^^d in the core competencies. 

N (NEUTRAL) : rind^r i r?<Qd if this competency should be included in the core 
competencies. 

D (DISAGREE): This competency f^hnulr^ n nt- hf^ inrlucSf^d in the core competencies. 



A. FUNCTIONS OF NANAOXICXNT CIRCLK RSSPONSB 



1. 


Justify the need for management. 


A 


N 


D 


2. 


Define mamagement, managers and supervisors. 


A 


N 


D 


3. 


Distinguish between managerial and non-managerial activities. 


A 


N 


D 


4. 


Describe the roles of a supervisory manager. 


A 


N 


D 


5. 


Differentiate between the roles and responsibilities of top executives 










and those of lower -level managers. 


A 


N 


D 


B* 


STUDY OF MANAGBMBNT 








1, 


Translate given management activities into defined functions. 


A 


N 


D 


2. 


Differentiate between the various types of supervision. 


A 


N 


D 




PXiAHNXNQ 








1. 


Define planning and control. 


A 


N 


D 


2. 


Identify the steps in the planning process. 


A 


N 


D 


3. 


Identify the types of plans. 


A 


N 


D 


4. 


Describe the kind of information in each type of plan. 


A 


N 


D 


5. 


Differentiate between long-term and short-term planning. 


A 


N 


D 


6. 


Define Management by Objectives (MBO) ♦ 


A 


N 


D 


7 , 


Distinguish between the different management level's planning processes. 


A 


N 


D 


D. 


pi.ann::hq and dbczsion making 








1. 


Propose methods for specifying desired actions in measurable terms. 


A 


N 


D 


2. 


Describe the types of supervisory decisions. 


A 


N 


D 


3. 


Describe the steps of general decision making process. 


A 


N 


D 



B. CONTROIiLINa 



1. 


Judge the adeqiiacy of given standards for use in control. 


A 


N 


D 


2. 


Propose specific actions to correct deviations detected through control. 


A 


N 


D 


3. 


Recognize the importance of delegation. 


A 


N 


D 


4. 


Discuss the principles relevant to effective delegation. 


A 


N 


D 


5. 


Define the unity of command principle. 


A 


N 


D 


6. 


Justify the importance of accountability. 


A 


N 


D 


7. 


Define the principles of unity of command and span of control. 


A 


N 


D 


8. 


Describe the three types of authority found in organizations. 


A 


N 


D 



EMC 



F. OROAMZZZNO 



1. 


Develop aui organizational chart to illustrate formal relationships • 


A 


N 


D 


2* 


Identify the methods of departmentalization that apply to a specific 










organizing situation* 


A 


N 


D 


3. 


Analyze the importance of objectives in supervisory management. 


A 


N 


D 


4. 


Identify the fundamentals of supervisory organization. 


A 


N 


D 


5. 


Recognize the stages of organizational growth. 


A 


N 


D 


6. 


Compare and contrast the difference between line and staff. 


A 


N 


D 


Q. 


STAVFINQ 








1. 


Utilize a systematic approach to choose among candidates for a specific 










position. 


A 


N 


D 


2. 


Develop and evaluate an appraisal procedure for a simple organization. 


A 


N 


D 


3. 


Determine when training and development are needed in an organization. 


A 


N 


D 


4. 


Create a program for training individuals for future positions. 


A 


N 


D 


5. 


Describe the responsibilities for select ing, training and appraising 










employees ♦ 


A 


N 


D 


6* 


Identify how to plan personne'. needs and how to find en^loyees for 










specific positions. 


A 


N 


D 


1 . 


Orient employees and issue instructions in a manner re<iuired of the 










organization and personal characteristics of subordinates. 


A 


N 


D 


8* 


Describe employee performance appraisal methods . 


A 


N 


D 


9. 


Describe the possible effects of evaluation on employee moral. 


A 


N 


D 


10* 


Define the role of supervisory management in departmental decisions 










involving employee wage increases, variaible pay plans and 










supplementary benefits. 


A 


N 


D 




DZRSCTINQ 








1. 


Interpret the roles of different types of authority and influence in a 










specific management situation. 


A 


N 


D 


2. 


Identify steps for avoiding difficulties resulting from delegation. 


A 


N 


D 


!• 


COmtUNI C AT 1 0 NS 








1. 


Analyze the effects of obstacles to communication in given interactions* 


A 


N 


D 


2. 


Appraise managerial communication practices. 


A 


N 


D 


3. 


Apply guidelines to improve managerial communication practices. 


A 


N 


D 


4. 


Analyze the types of supervisory commxinication. 


A 


N 


D 


5. 


Define the term communications. 


A 


N 


D 


6. 


Evaluate the components of the supervisory communication process model. 


A 


N 


D 


7. 


Recognize the existence of conflict and propose approaches to its 










resolution in specific cases. 


A 


N 


D 
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J« MOTIVATION 



1, 


Develop Q, consistent motivationcil prograin fo.c an organization. 




N 


D 


2 • 


Describe the siiDeirvisoi!'' s role in assistincr eniDlovees achieve 










satisfaction of their needs. 




N 




3 . 


Repoomize t"hp relationship hpt"wppri monpv mot" i vat" i on and thp 














N 


u 


4 . 


Identifv the tvDes of rewards individuals sppIc at worlc 




N 


T) 


5. 


Relate rewards to individuals' performance and choices in specific 










situations. 


A 


N 


D 


6. 


Describe the effects of a "job rotation" strategy. 


A 


N 


D 


7 . 


Describe the use and effects of "job enlargement." 


A 


N 


D 


8. 


Describe the use and effects of "job enrichment." 


A 


N 


D 


9. 


Describe the motivational effects of "participative management." 


A 


N 


D 


8. 


Determine how to inspire self-confidence, develop individuals, and 










increase productivity of an organization. 


A 


N 


D 


9. 


Identify the conditions for effective team building. 


A 


N 


D 



K« LSXDSRSHIP 



1. 


Compare and contrast the different models of leadership behavior. 


A 


N 


D 


2. 


Identify the factors in a given management situation that influence 










the choice of a leadership style. 


A 


N 


D 


3. 


Define McGregor's Theory X and Y. 


A 


N 


D 


4. 


Identify the advantages and disadvantages of Theory X and Y. 


A 


N 


D 


5. 


Describe how "Theory Z" can be used as a motivational tool. 


A 


N 


D 


6. 


Define discipline. 


A 


N 


D 


7. 


List the steps of progressive discipline. 


A 


N 


D 


8. 


Describe the supervisor's disciplinary role. 


A 


N 


D 


9. 


Identify how supervisory control works. 


A 


N 


D 


10. 


Describe how preventive control works. 


A 


N 


D 


11. 


Identify ways in which a supervisor may effectively function with 










higher level management. 


A 


N 


D 



Ii« aOVlRNMSKT RBOULATIOV XND MAKXOBMBNT DSCISIOHS 

1. Identify federal, state, and local government regulations with which 

supervisory management should be familiar. A N 

M. INFORMATION SYSTBMS AND MANAQBNSNT 

1. Differentiate between data processing and management information 

systems. l>j 

2. Demonstrate the ability to recognize and utilize basic software 

packages required of supervisory managers (i.e. word processing, 

data-base management systems, and electronic spreadsheets) A N 
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Marketing Education 
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Division of Vocational and Adult Education 
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Ms. Laresa Slater 

Kansas City East High School 
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1991 REVISIONS TO THE MISSOURI MARKETING EDUCATION CORE CURRICULUM 

(SUPERVISORY) MANAGEMENT 

The Marketing and Cooperative Education section of the Division of Vocational and Adult 
Education, through a funded project with the Marketing Education program at the University of Missouri- 
Columbia, established a minimum core cuniculum for "Management" as part of the Vocational 
Instructional Management System (VIMS) implementation in 1984. These were the minimum core 
competencies that should be utilized in this course in Marketing Education programs on the secondary 
level. 

In order to insure that the secondary programs of Marketing Education are providing up-to-date 
instruction in the discipline of management, the core competencies were revalidated by marketing 
instructors and business/industry representatives and appropriate revisions and/or modifications made 
in the core competencies of the curriculum during the 1990-91 academic year. Revisions and 
modifications of the core competencies were reviewed by the Missouri Mariceting Education Curriculum 
Team. 



Revalidation Process 

The following activities were undertaken as part of the revalWation process: 

1. Each marketing instructor teaching a course in management completed a sun/ey instrument 
utilizing a five-point likert scale for each core competency. The likert scale ranged from "very 
critical" to "not critical" for the assessment of each core competency In the current curriculum. 
In addition, each marketing instructor was asked to add any additional competencies which they 
deemed "critical" to the curriculum. Marketing instructors were also asked to indicate the titles 
of instructional resources that were utilized within the program. 

2. Upon completion of the data gathering from the sun/ey, the data was tabulated and presented to 
the Missouri Marketing Education Curriculum Team for their review. Utilizing the data provided, 
members of the team made revisions and/or modifications to the core competencies. 

3. Following the revisions and/or modifications made by the Missouri Marketing Education 
Curriculum Team, the "revised" core cuniculum was reviewed by a select group of business and 
industry representatives in marketing for their input and modification. 

4. A second survey instrument, based on revisions by business and industry representatives, was 
completed by marketing instructors teaching a course in nr^anagement 

5. Upon completion of the second sun/ey, data was tabulated and a focus group was established. 
The purpose of the focus group was to review the "revised" core cuniculum, solicit information 
conceming instructional resources for the purpose of cross-referencing, and to sort the 
competencies into topical headings under each major duty band. 

6. Once the "revised" core competencies were determined, the project staff "cross-referenced" the 
core competencies with selected textbooks and resource materials. In addition, expected 
student teaming outcomes were developed for major subdivisions of the core curriculum for 
Management. 

7. The Missouri Marketing Education Curriculum Team conducted a final review of all materials for 
accuracy and useability and established the "revised" core currk^ulum for Management. 



Revisions in the Core Curriculum 

The following revisions were made in the Management Core Curriculum: 

1. The core competencies were revised to reflect a supervisory level of manageme)nt rather than a 
higher management level to more adequately reflect the level of employment of students 
completing Marketing Education programs. 

2. Many of the competencies within the Management core cuniculum were reworded and/or 
modified to provide greater depth in the teaching of the competencies and to reflect cun-ent 
marketing standards. In many instances, competencies were dropped from the listing, but the 
intent of the content of the competency was included within another competency. 

3. Competency numbering schemes were maintained in order to assist those instructors utilizing 
computerized record keeping and to maintain cross listing of test questions, performance 
assessment techniques, and Instructional Management Plans provided to marketing instructors 
as part of the implementation of the Vocational Instructional Management System process. 



(SUPERVISORY) MANAGEMENT 



FUNCTIONS OF MANAGEMENT 

A001 Justify the need for management 

A002 Define management, managers and supervisors 

A003 Distinguish between managerial and non*managerial activities 

A004 Describe the roles of a supervisory manager 

A005 Differentiate between the roles and responsibilities to top executives and those of lower- 
levei managers 



STUDY OF MANAGEMENT 

B001 Translate given management activities into defined functions 
B002 Differentiate between the various types of supen/ision 



PLANNING 

C001 Define planning and control 

C002 Identify the steps in the planning process 

C003 Identify the types of plans 

C004 Describe the kind of information in each type of plan 

COOS Differentiate between long-temi and short-term planning 

C006 Define Management by Objectives (MBO) 

C007 Distinguish between -the different management level's planning processes 



DECISION MAKING 

D001 Propose methods for specifying desired actions in measurable terms and follow-up 

D002 Describe the types of supen/isory decisions 

D003 Describe the steps of general decision-making process 



CONTROLUNG 

E001 Judge the adequacy of given standards for use in control 

E002 Propose specific actions to correct deviations detected through control 

E003 Recognize the importance of delegatton 

E004 Discuss the principles of relevant to effective delegation 

E005 Define the unity of control principle 

E006 Justify the importance of accountability 

E007 Define the principles of unity of command and span of control 

ECOO Describe the three types of authority found in organizations 



ORGANIZING 



G001 Utilize a systematic approach to choose among candidates for a specific position 

G002 Develop and evaluate an appraisal procedure for a simple organization 

G003 Determine when training and development are needed in an organization 

G004 Create a program for training individuals for future positions 

G005 Describe the responsibilities for selecting, training and appraising employees 

G006 Identify how to plan personnel needs and how to find employees for specific positions 

G007 Orient employees; and issues instructions in a nfianner required of the organization and 

personal characteristics of subordinates. 
G008 Describe employee performance appraisal methods 
G009 Describe the possible effects of evaluation on employee moral 
G010 Define the role of supervisory management in departmental decisions involving 

employee wage increases, variable pay plans and supplementary benefits 

DIRECTING 

H001 Interpret the roles of different types of authority and influence in a specific management 
situation 

H002 Identify steps for avoiding difficulties resulting from delegation 



COMMUNICATIONS 

1001 Analyze the effects of obstacles to communication in given interactions 

1002 Apprais4> managerial communication practices 

1003 Apply guidelines to improve managerial communication practices 

1004 Analyze the types of supervisory communication . 

1005 Define the term communications 

1006 Evaluate the components of the supervisory communication process model 

1007 Recognize the existence of conflict and propose approaches to its resolution in specific 
cases 



MOTIVATION 

J001 Develop a motivational program for an organization 

J002 Describe the supervisor's role in assisting employees achieve satisfaction of their needs 

J003 Recognize the relationship between money, motivation and the expectancy theory 

J004 Identify the types of rewards individuals seek at work 

J005 Relate rewards to individuals' perfom^nce and choices in specific situations 

J006 Describe the effects of a "job rotation" strategy 

J007 Describe the use and effects of "job enlargemenr 

J008 Describe the use and effects of "job enrichment" 

J009 Describe the motivational effects of "participative management" 

J010 Determine how to inspire self-confWence, develop indh/kluals. and increase productivity 

of an organization 

J01 1 Identify the conditions for effective team building 



LEADERSHIP 



K001 Compare and contrast the different models of leadership behavior 

K002 Identify the factors in a given management situation that influence the choice of a 

leadership style 

K003 Define McGregor's Theories X" and "Y" 

K004 Identify the advantages and disadvantages of Theories X" and "Y" 

K005 Describe how Theory T can be used as a motivational tool 

K006 Define discipline 

K007 List the steps of progressive discipline 

K008 Describe the supervisor's disciplinary role 

K009 Identify how supervisory control works 

K010 Describe how preventive control works 

KO1 1 Identify ways in whteh a supervisor may effectively function with higher level 
management 



GOVERNMENT REGULATION 

U)01 Identify federal, state, and local government regulations with which supervisory 
management should be familiar 



INFORMATION SYSTEMS AND MANAGEMENT 

M001 Differentiate between data processing and management information systems 
MCX)2 Analyze the types of data and reports from basic software packages utilized by 

supervisory managers (i.e. word processing, data-base management systems, and 

electronic spreadsheets) 



COMPETENCY BASED MARKETING EDUCATION 
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Marketing Education represents a body of instruction focused on nnarketing, including merchandising 
and management. It includes multiple instructional programs to meet the education and training needs of 
youth and adults who have employment or self-employment goals in marketing or have employment goals 
in another career field and wish to acquire marketing competencies as part of their preparation. 



Mission 

The mission of marketing education Is to develop competent workers In and for the major 
occupational areas within marketing; assist in the improvement of marketing practices; and build 
understanding of the range of social and economic responsibilities that accompany the right to engage in 
marketing In a free enterprise system. 



Nature of Marketing 

Mari<eting consists of those activities that make products and services readily available to consumers 
and businesses. Essentially, mari<eting Is the bridge between production, including the creation of sen/ices 
and ideas, and consumption. Most of these activities are performed by retailers, wholesalers, and 
businesses provkJing services. Mari<eting occupations, however, are found in all types of for-profit business, 
including those that manufacture products, as well as in not-for-profit organizations. 



Curriculum 

In broad terms, successful wori<ers in mari<eting are skilled in the functions of mari<eting; know how 
to relate to people; are computer literate and able communicators; reflect a positive work ethic; draw on all 
of their educational achievements; know their product or service area; and apply economic understandings 
in a private enterprise system and International commerce. 

Based on these desirable competencies for initial employment and upward mobility, the Missouri 
Marketing Education curriculum framework for instructional content in (Supervisory) Management is as 
follows: 

♦Functions of Management 

♦Study of Management 

♦Planning 

♦Decision Making 

♦Controlling 

♦Staffing 

♦Directing 

♦Communications 

♦Motivation 

♦Leadership 

♦Govemment Regulation 

♦Information Systems and Management 



Competency Based Instruction 

Briefly stated, competencies (objectives), competency-referenced instruction (curriculum content), 
and competency-referenced assessment (testing/evaluation) are matched or made congruent. The 
assessment samples the student learning and does not measure anything other than the stated objectives 
of the program. Students have the opportunity to learn what they are expected to leam and teachers have 
test data to determine learning. 



Curriculum Alignment 

The process of proper curriculum alignment involves describing the ends of the Marketing Education 
program (l<nowiedge, sl<ills, attitudes). Instructional materials, procedures, and activities are then referenced 
to the learning outcomes. A regular, reliable assessment of leaming with respect to expected outcomes is 
also necessary. 

In practical terms, "we should teach students what we expect th&m to learn, and we should only test 
students on what they have had an opportunity to leam." This model implies that objectives are derived first; 
then, instructional resources are outlined for each objective; last, in the sequence, but prior to the beginning 
of instruction, assessment instruments are constructed to measure the exact objectives outlined and not 
others. 

Objectives. In the rational decision-nuking model, the objectives are written prior to selection of 
curriculum materials, instructional methods, and methods of assessment. It is generally recommended that 
three elements or components be included In a performance (instructional/behavioral) objective: 

1 . the behavior expected of the student 

2. the conditions under which the behavior is to be demonstrated 

3. the degree of mastery required. 

Textbooks. (Instructional Resources). In the cum'culum alignment model, the curriculum content 
is the middle element, chosen to facilitate the objectives. Practically, the cum'culum content is equivalent 
to the textbook but, since the textbooks are composed by different writers, a match does not always exist. 
In this case, the teacher has to try to align textbook content with stated objectives and tests. 

Testing. The curriculum alignment model assumes a competency-referenced test that is referenced 
to the identified explicit objectives of the instrijctlonal program In marketing. Competency-referenced tests 
measure each student's achievement against an absolute standard of accompSishment rather than a relative 
ranking against peers as the norm-referenc«i lest does. If the competency-referenced test is tailor-made 
to evaluate student progress on specific objedVes, after outcomes-referenced teaching, a viable curriculum 
can exist. 

Evaluation. There are four steps associated with evaluation: 

Step 1: Administrating a competency (criterion) test. This may involve a demonstration 

of a hands-cn skill or the taking of a paper-and-pencti test. 
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Step 2: Scoring the test. This requires an assessment of the students' attempts to 

demonstrate mastery (or competency attainment). This phase of evaluation 
consists of tallying up the correct responses or scoring student performance and 
assigning a score based on a rating scale set up for the specific competency which 
has been observed. 

Step 3: Assessing the results. This is tho instructor's evaluation of student performance 

with respect to the overall objectives and relative student progress. 

Step 4: Recording student achievement. This generally refers to a tabulation of the 

results of the evaluation on a form which can be used as a record of student 
competency attainment 

Record Keeping (Reporting System). The effective management of an instructional system depends 
on an accurate record of student performance. Various systems are available for use by the marketing 
instructor: student profile records, Comp VIMS microcomputer system, mini VAMS system and the VAMS 
system. A reporting system must be developed to document student outcome measures. 



(SUPERVISORY) MANAGEMENT 



EXPECTED STUDENT LEARNING OUTCOMES 
BASED ON THE CORE CURRICULUM 
FOR (SUPERVISORY) MANAGEMENT 

Upon completion of the course, (Supeivisory) Management, the student will be able to: 

Functions of Management 

analyze the levels and responsibilities of management 



Study of Management 

identify the functions of management activities 
analyze the types of supen/ision 



Planning 

recognize the components of the planning process 
define management by objectives 



Decision Making 

identify employer reward techniques 
develop decision-making abilities 



Organizing 

develop organizational charts 
identify specific methods of departmentalization 
recognize the importance of supervisory objectives 
identify the organizing functions of management 



Staffing 

utilize systematic employee selection processes 

apply appraisal techniques and procedures 

develop an appropriate training program for an organization 

describe (supervisory) manager's role in staffing decisions 



Directing 

distinguishing between different types of authority 
identify the components of delegation 



Communications 
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analyze the components of managerial communication 
apply conflict resolution approaches in given situations 



Motivation 

develop and evaluate a motivational program 

recognize management's role in assisting employees in goal achievement 
differentiate between various motivational techniques 



Leadership 

recognize and differentiate between various models of leadership 
identify leadership styles 

identify the supervisor's role in discipline of employees 

identify the leadership role of management in preventive control measures 



Government Regulation 

identify govemment regulations that apply to business 




Information Systems and Management 

analyze data provided by basic software packages 
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SUGGESTED CURRICULUM MODEL FOR (SUPERVISORY) MANAGEMENT 



September 



Week 
1 
2 

3 
4 



October 



November 



December 



8 



10 

11 

12 

13 

14 

15 
16 



Primary Focus 

Orientation 

PC: Analyze the Levels and Respcnsibilities of Management 
(A001, A002, A003. A004, A005) 

(continued) 

SM: Identify the Functions of Management Activities 
(B001) 

SM: Analyze the Types of Supervision 
(B002) 

OR: Identify the Organizing Functions of Management 
(F004, F006) 

OR: Recognize the Importance of Supervisory Objectives 
(F003) 

OR: Identify Specific Methods of Departmentalization 
(F002) 

OR: Develop Organizational Charts 
(FOOI. F005) 

CO: Analyze the Components of Managerial Communication 
(1001. 1002. 1003, 1004, 1005, 1006) 

(continued) 

CO: Apply Conflict Resolution Approaches in Given Situations 
(1007) 

ST: Utilize Systematic Employee Selection Processes 
(G001, G006) 

ST: Describe the (Supervisory) Manager's Role in Staffing Decisions 
(G010) 

(continued) 

ST: Apply Appraisal Techniques and Procedures 
(G002, G008, G009) 



ERIC 
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Week 



Primary Focus 



January 



17 



18 



ST: Develop an Appropriate Training Program for an Organization 
(G003, G004, G005, G007) 

(continued) 



END OF FAU. SEMESTER 



February 19 
20 
21 



March 



April 



May 



22 
23 

24 

25 

26 
27 

28 

29 

30 

31 

32 



Dl: Distinguish Between the Different Types of Authority 
(H001) 

Dl: Identify the Components of Delegation 
(H002) 

MO: Differentiate Between Various Motivational Techniques 
(J003. J006, J007, J008, J009, J011) 

(continued) 

MO: Recognize Management's Role in Assisting Employees in Goal 
Achievement (J002) 

MO: Develop and Evaluate a Motivational Program 
(J001. J004, J005. J010) 

LE: Recognize and Differentiate Between Various Models of Leadership 
(K001. K003. K004, K005. K011) 

(continued) 

LE: Identify the Supervisor's Role in Discipline of Employees 
(K006, K007. K008) 

LE: Identify Leadership Styles 
(KC02) 

LE: Identify the Leadership Role of Management in Preventive Control 
Measures (K009, K010) 

ON: Compare and Contrast the Components of Control 
(E001. E002. E005. E007. E008) 

CN: Analyze the Principles of Delegation 
(E003. E004) 

CN: Analyze Supervisory Accountability 
(E006) 



Week Primary Focus 



33 DM: Identify Employer Reward Techniques 
(D001) 

34 DM: Develop Decision Making Abilities 
(D002. D003) 

June 35 GR: Identify Government Regulations that Apply to Businesses 

(L001) 

36 ISM: Analyze Data Provided by Basic Software Packages 

(M001, M002) 



END OF SPRING SEMESTER 
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(SUPERVISORY) MANAGEMENT 

Functions of Management 

Expected Student Learning Outcome: ANALYZE THE LEVELS AND RESPONSIBILITIES OF 

MANAGEMENT 

(Resources: Super. Mgt.-Chap. 1; Supervision-Chap. 2; Intro.-Chap. 1 & 22; Business- 
Chap. 3 & 23) 

A001 : Justify the need for management 

A002: Define management, managers, and supervisors 

A003: Distinguish between managerial and non-managerial activities 

A004: Describe the rdes of a (supervisory) manager 

A005: Differentiate between the roles and responsibilities of top executives and those of lower-level 
managers. 



Study of Management 

Expected Student Leaming Outcome: IDENTIFY THE FUNCTIONS OF MANAGEMENT ACTIVITIES 
(Resources: Super. Mgt.-Chap. 1; Supervision-Chap. 2; Intro.-Chap. 2) 
B001: Translate given management activities into defined functions 



Expected Student Learning Outcome: ANALYZE THE TYPES OF SUPERVISION 

(Resources: Super. Mgt.-Chap. 1; Supervision-Chap. 2; Intro.-Chap. 2; Business-Chap. 23) 
8002: Differentiate between the various types of supervision 



Planning 

Expected Student Learning Outcome: RECOGNIZE THE COMPONENTS OF THE PLANNING PROCESS 

(Resources: Super. Mgt.-Chap. 1 & 2; Supervision-Chap. 7 & 8; Intro.-Chap. 3; 
Business-Chap. 23) 

C001 : Define planning and control 

C002: Identify the steps in the planning process 

C003: Identify the types of plans 

0004: Describe the kind of Information in each type of plan 

0005: Differentiate between long-term and short-term planning 

C007: Distinguish between the different management level's planning processes 



Expected Student Learning Outcome: DEFINE MANAGEMENT BY OBJECTIVES 
(Resources: Super Mgt,-Chap. 2; Supervision-Chap. 7; Intro.-Chap. 10) 
C006: Define Management by Objectives (MBO) 



Decision Making 

Expected Student Learning Outcome: IDENTIFY EMPLOYER REWARD TECHNIQUES 
(Resources: Supervision-Chap. 7 & 8; Intro.-Chap. 5; Business-Chap. 22 & 23) 
D001 : Propose methods for specifying desired actions in measurable terms and follow-up 

Expected Student Lear 'ng Outcome: DEVELOP DECISION-MAKING ABIUTIES 

(Resources: Super. Mgt.-Chap.3; Supervision-Chap. 5; Intro.-Chap. 7 & 22; Business-Chap. 25) 

D002: Describe the types of supervisory decisions 

D003: Describe the steps of general decision-making process 



ControHinq 

Expected Student Learning Outcome: COMPARE AND CONTRAST THE COMPONENTS OF CONTROL 

(Resources: Super. Mgt.-Chap. 4 & 15; Supervision-Chap. 9 & 19; Intro.-Chap. 6; 
Business-Chap. 24 & 25) 

E001 : Judge the adequacy of given standards for use in control 

E002: Propose specific actions to correct deviations detected through control 

E005: Define the unity of control principle 

E007: Define the principles of unity of command and span of control 

E008: Describe the three types of authority found in organizations 

Expected Student Learning Outcome: ANALYZE THE PRINCIPLES OF DELEGATION 

(Resources: Super. Mgt.-Chap. 5; Supervision-Chap. 3; Intro.-Chap. 10) 

E003: Recognize the importance of delegation 

E004: Discuss the principles relevant to effective delegation 



Expected Student Learning Outcome: ANALYZE SUPERVISORY ACCOUNTABILITY 
(Resources: Super. Mgt.-Chap. 5; Supervision-Chap. 12) 
E006: Justify the importance of accountability 



Oraanizinq 

Expected Student Learning Outcome: DEVELOP ORGANIZATIONAL CHARTS 

(Resources: Super. Mgt.-Chap. 4; Supervision-Chap. 9; Intro. -Chap. 7; Business-Chap. 24) 

F001: Develop an organizational chart to illustrate formal relationships 
F005: Recognize the stages of organizational growth 

Expected Student Learning Outcome: IDENTIFY SPECIFIC METHODS OF DEPARTMENTALIZATION 
(Resources: Supervision-Chap. 9; Intro.-Chap. 9) 

F002: Identify the methods of departmentalization that apply to a specific organizing situation 

Expected Student Learning Outcome: RECOGNIZE THE IMPORTANCE OF SUPERVISORY OBJECTIVES 
(Resources: Super. Mgt.-Chap. 2; Supervision-Chap. 7; Intro.-Chap. 22; Business-Chap. 22) 
F003: Analyze the importance of objectives in supervisory management 

Expected Student Learning Outcome: IDENTIFY THE ORGANIZING FUNCTIONS OF MANAGEMENT 

(Resources: Super. Mgt.-Chap. 4; Supervision-Chap. 9 & 10; Intro.-Chap. 21 & 22; 
Business-Chap. 24) 

F004: Identify the fundamentals of supervisory organization 
F006: Compare and contrast the difference between line and staff 



Staffing 

Expected Student Learning Outcome: UTILIZE SYSTEMATIC EMPLOYEE SELECTION PROCESSED 

(Resources: Super. Mgt.-Chap. 10; Supervision-Chap. 1 & 12; Intro.-Chap. 9 & 15; 
Business-Chap. 20) 

G001: Utilize a systematic approach to choose among candidates for a specific position 
G006: Identify how to plan personnel needs and how to find employees for specific positions 



/ 



17 




Expected Student Learning Outcome: APPLY APPRAISAL TECHNIQUES AND PROCEDURES 



(Resources: Super Mgt.-Chap. 11; Supervision-Chap. 14 & 16; Intro.-Chap. 9 & 11; 
Business-Chap. 21) 

G002: Develop and evaluate an appraisal procedure for a simple organization 

G008: Describe employee performance appraisal methods 

G009: Describe the possible effects of evaluation on employee morale 



Expected Student Leaming Outcome: DEVELOP AN APPROPRIATE TRAINING PROGRAM FOR AN 

ORGANIZATION 

(Resources: Super. Mgt.-Chap. 10; Supervision-Chap. 13; Intro.-Chap. 9 & 22; 
Business-Chap. 20 & 21) 

G003: Determine when training and development are needed in an organization 
G004: Create a program for training individuals for future positions 
G005: Describe the responsibilities for selecting, training, and appraising employees 
G007: Orient employees and issues instructions in a manner required of the organization and 
personal characteristics of subordinates 



Expected Student Leaming Outcome: DESCRIBE THE SUPERVISORY MANAGER'S ROLE IN STAFFING 

DECISIONS 

(Resources: Supervision-Chap. 14; Intro.-Chap. 9; Business-Chap. 21 & 22) 

G010: Define the role of supervisory management in departmental decisions involving employee 
wage increases, variable pay plans, and supplementary benefrts 



Directing 

Expected Student Learning Outcome: DISTINGUISH BETWEEN THE DIFFERENTTYPES OF AUTHORITY 

(Resources: Super. Mgt.-Chap. 4; Supervision-Chap. 9; Intro.-Chap. 10; 
Business-Chap. 24) 

H001 : Interpret the roles of different types of authority and influence in a specific management 
situation 

Expected Student Learning Outcome: IDENTIFY THE COMPONENTS OF DELEGATION 
(Resources: Super. Mgt.-Chap. 5; Supervision-Chap. 3; Intro.-Chap. 10) 
H002: Identify steps for avoiding difficulties resulting from delegation 
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Communtcations 

Expected Student Learning Outcome: ANALYZE THE COMPONENTS OF MANAGERIAL 

COMMUNICATION 

(Resources: Super. Mgt.-Chap. 6; Supervision-Chap. 6 & 17; Intro.-Chap. 12; 
Business-Chap. 19) 

1001 : Analyze the effects of obstacles to communication in given interactions 

1002: Appraise managerial communication practices 

1003: Apply guidelines to improve managerial communication practices 

1004: Analyze the types of supervisory communication 

1005: Define the terni communications 

1006: Evaluate the components of the supervisory communication process model 



Expected Student Learning Outcome: APPLY CONFUCT RESOLUTION APPROACHES IN GIVEN 

SITUATIONS 

(Resources: Intro.-Chap. 11; Business-Chap. 19) 

1007: Recognize the existence of conflict and propose approaches to its resolution in specific 
cases 



Motivation 

Expected Student Learning Outcome: DEVELOP AND EVALUATE A MOTIVATIONAL PROGRAM 

(Resources: Super. Mgt.-Chap. 8 & 16; Supervision-Chap. 4; Intro.-Chap. 11. 13, & 22) 

J001 : Develop a motivational program for an organization 
J004: Identify the types of rewards individuals seek at work 
J005: Relate rewards to indivkJuals' performance and choices in specific situations 
J010: Determine how to inspire self-confidence, develop individuals, and increase productivity of 
an organization 



Expected Student Learning Outcome: RECOGNIZE MANAGEMENT'S ROLE IN ASSISTING EMPLOYEES 

IN GOAL ACHIEVEMENT 

(Resources: Super. Mgt.-Chap. 8; Supervision-Chap. 4; Intro.-Chap. 22) 

J002: Describe the supervisor's role in assisting employees achieve satisfaction of their needs 



19 

Expected Student Learning Outcome: DIFFERENTIATE BETWEEN VARIOUS MOTIVATIONAL 

TECHNIQUES 

(Resources: Super. Mgt.-Chap. 8 & 16; Supervision-Chap. 4 & 16; Intro. -Chap. 13 & 22; 
Business-Chap. 22) 

J003: Recognize the relationship between money, motivation, and the expectancy theory 

J006: Describe the effects of "job rotation" strategy 

J007: Describe the use and effects of "job enlargement" 

J008: Describe the use and effects of "job enrichment" 

J009: Describe the motivational effects of "participative management" 

J01 1 : Identify the conditions for effective team building 



Leadership 

Expected Student Learning Outcome: RECOGNIZE AND DIFFERENTIATE BETWEEN VARIOUS MODELS 

OF LEADERSHIP 

(Resources: Super. Mgt.-Chap. 9; Supervision-Chap. 4; Intro.-Chap. 11 & 14; 
Business-Chap. 23) 

K001 : Compare and contrast the different models of leadership behavior 

K003: Define McGregor's "Theories X" and "Y" 

K004: Identify the advantages and disadvantages of Theories X" and "Y* 

K005: Describe how "Theory Z" can be used as a motivational tool 

KO1 1 : Identify ways in which a supervisor may effectively function with higher level management 

Expected Student Learning Outcome: IDENTIFY LEADERSHIP STYLES 

(Resources: Super. Mgt.-Chap. 9; Supervision-Chap. 4; Intro.-Chap. 1 1 & 1 4; Business-Chap. 23) 

K002: Identify the factors in a given management situation that influence the choice of a 
leadership style 



Expected Student Learning Outcome: IDENTIFY THE SUPERVISOR'S ROLE IN DISCIPUNE OF 

EMPLOYEES 

(Resources: Super. Mgt.-Chap. 13; Supervision-Chap. 18; Business-Chap. 23) 

K006: Define discipline 

K007: List the steps of progressive discipline 

K008: Describe the supervisor's disciplinary role 
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Expected Student Learning Outcome: IDENTIFY THE LEADERSHIP ROLE OF MANAGEMENT IN 

PREVENTIVE CONTROL MEASURES 

(Resources: Super. Mgt.-Chap. 15; Supen/ision-Chap. 19; Intro.-Chap. 22) 

K009: Identify how supervisory control works 
K010: Describe how preventive control works 



Government ReQulation 

Expected Student Learning Outcome: IDENTIFY GOVERNMENT REGULATIONS THAT APPLY TO 

BUSINESSES 

(Resources: Super. Mgt.-Chap. 10; Supervision-Chap. 1, 13, & 17; Intro.-Chap. 16) 

L001: Identify federal, state, and local government regulations with which (supervisory) 
management should be familiar 



Information Systems and Management 

Expected Student Learning Outcome: ANALYZE DATA PROVIDED BY BASIC SOFTWARE PACKAGES 

(Resources: Super Mgt.-Chap. 17; Intro.-Chap. 24; Business-Chap. 18) 

M001 : Differentiate between data processing and management information systems 

M002: Analyze the type of data and reports from basic software packages utilized by supervisory 

managers (i.e. word processing, data-base management systems, and electronic 

spreadsheets) 



SUGGESTED RESOURCE LIST 



BUSINESS PRINCIPLES AND MANAGEMENT by Kenneth E. Everard and Jim Burrow. South-Western 
Publishing Company, 1990. 

INTRODUCTION TO MANAGEMENT PRACTICE by Ronald S. Burke and Lester R. Bittel. McGraw-Hill Book 
Company, 1981. 

SUPERVISION-CONCEPTS AND PRACTICES OF MANAGEMENT by Raymond L Hilgert and Theo Haimann. 
South-Westem Publishing Company, 1991. 

SUPERVISORY MANAGEMENT by Donald C. Mosley, Leon C. Megginson. and Paul H. Pietri. South- 
Westem Publishing Company, 1989. 
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1991 REVISIONS TO THE MISSOURI COOPERATIVE INDUSTRIAL EDUCATION 
GENERAL RELATED CORE CURRICULUM 



The Marketing and Cooperative Education section of the Division of Vocational and Adult Education, 
through a funded project with the Marketing Education program at the University of Missouri-Columbia, 
established a minimum core cumculum for "Cooperative Industrial Education (CIE)" as part of the Vocational 
Instructional Management System (VIMS) implementation in 1984. These were the minimum general related 
core competencies that should be utilized in all CIE programs on the secondary level. 

In order to insure that the secondary programs of CIE are providing up-to-date instruction, the 
general related core competencies were revalidated by CIE teacher-coordinators and appropriate revisions 
and/or modifications made in the general related core competencies of the cun'iculum during the 1990-91 
academic year. 

Revalidation Process 

The following activities were undertaken as part of the revalkjation process: 

1. Each CIE teacher-coordinator teaching a course in management completed a survey instrument 
utilizing a five-point likert scale for each core competency. The likert scale ranged from ^/ery 
critical" to "not critical" for the assessment of each core competency in the current curriculum. In 
addition, each CIE teacher-coordinator was asked to add any additional competencies which they 
deemed "critical" to the cumculum. CIE teacher-coordinators were also asked to indicate the title 
of instructional resources that were utilized within the program. 

2. Upon completion of the data gathering from the survey, the data was tabulated and presented at 
the Fall, 1990 Cooperative hxiustrial Education In-Sen/ice Meeting for their review. Utilizing the data 
provided, CIE teacher-coordinators made revisions and/or modifications to the core competencies. 

3. Following the revisions and/or modifications made by the CIE teacher-coordinators, a second 
survey instrument was developed for assessment of the core competencies. 

4. Upon completion of the second survey, two focus groups were established around the state. The 
purpose <rf the focus groups were to review the "revised" core curriculum, solicit information 
concerning instructional resources for the purpose of cross-referencing, and to sort the 
competencies into topical headings under each major duty band. 

5. Once the "revised" core competencies were determined, the project staff "cross-referenced" the core 
competencies with selected textbooks and resource materials. In addition, expected student 
teaming outcomes were developed for major subdivisions of the core curriculum for Cooperative 
Industrial Education. 

6. Selected Cooperative Industrial Education teacher-coordinators conducted a final review of all 
materials for accuracy and useability and established the "revised" general related core curriculum. 
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Revisions in the Core Cun'iculum 



The following revisions were made in the CIE General Related Core Curriculum: 

1. The "duty bands" of Income Management, Insurance, Legal Responsibilities, Social Security, and 
Tax Responsibilities were deleted. 

2. The "duty band" of Computer Awareness was retitled Technology Awareness and a new "duty band" 
entitled Individualized Instruction with appropriate competencies, was added. 

3. Many of the competencies within the general related core curriculum were reworded and /or 
modified to provide greater depth in the teaching of the competencies and to reflect current trade 
and industry standards. In nr^ny instances, competencies were dropped from the listing, but the 
intent of the content of the competency was included within another competency. 

4. Competency numbering schemes were maintained in order to assist those instructors utilizing 
computerized record keeping and to maintain cross listing of test questions, performance 
assessment techniques, and Instructional Management Plans provided to nr^rketing instructors as 
part of the implementation of the Vocational Instructional Management System process. 



COOPERATIVE INDUSTRIAL EDUCATION 
GENERAL RELATED CORE CURRICULUM 
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CAREER RESEARCH AND PLANNING 

1 

A001 Select a tentative career objective within an industry 
A002 Develop a personal career profile 

A003 Develop tentative short-range, mid-range, and long-range career decisions within an industry. 



TECHNOLOGY AWARENESS 

B001 Identify basic operations of a computer 

B002 Recognize basic software packages such as word processing, data-base management systems, and 
electronic spreadsheets-as they relate to industry 



EMPLOYMENT ORIENTATION 

Demonstrate self discipline, including regular and punctual attendance and dependability within the 
work place 

Demonstrate a willingness to leam as It applies to the work place 
Demonstrate the ability to work with or without supervision 

Illustrate the organization, supervision, rules, policies, and procedures are important to the success 
of a business 

Determine what Is needed to accomplish work assignments 

Adjust to unanticipated situations in the work place by applying established rules and regulations 



HUMAN RELATIONS 

D001 Illustrate the major parts of a person's lifestyle 

D002 Demonstrate how aptitude and ability can impact a person's success in an industry 
D003 Identify problems within industry, evaluate possible solutions, and reach a logical decision to handle 
the problem 

D004 Demonstrate the ability to offer and accept criticism constructively 

D005 Demonstrate respect for the opinions, customs, and indivkiudi differences of others 

D006 Interact In a socially appropriate manner 




C001 

C002 
C003 
C004 



COOS 
C006 



ERIC 



63 



4 




JOB APPUCATION AND INTERVIEW 



E001 Develop a letter of application and a personal resume for a position within an industry 
E002 Complete an application for employment as utilized in an industry 
E003 Meet the standards of dress and grooming for an employment interview within an industry 
E004 Describe appropriate personal hygiene for an employment interview and a position within an 
industry 

E005 Demonstrate a positive attitude toward oneself, work, and price in accomplishment during an 

employment interview 
E006 Complete a thank-you letter for an employment interview 



LEADERSHIP DEVELOPMENT 

FOCI Demonstrate how positive leadership characteristics can assist an individual within an industry 
F002 Demonstrate the ability to set goals and allocate time to achieve them 
F003 Demonstrate the capacity to accept responsibilities 
F004 Explain the responsibilities of citizenship 

F005 Participate in group and committee discussions to reach group consensus 



ECONOMIC CONCEPTS OF PRIVATE ENTERPRISE 

G001 Interpret the effects, advantages, and disadvantages of the open shop versus the closed shop 

G002 Describe the way in which the government is involved in our economy 

G003 Delineate the difference between different' economic systems 

G004 Describe the circular flow of economic activity 

G005 Cite the characteristics of the free enterprise economic system 

G006 Describe the roles of industry ^nd labor in the creating wealth, maintaining employment, and raising 
the standard of living 



OCCUPATIONAL COMMUNICATION (ORAL AND WRITTEN) 

H001: Identify the primary communications skills. 

H002: Illustrate listening strategies that improve understanding and performance on the job. 
H003: Describe the advantages a written message may have over a spoken one. 
H004: Read and understand written communications in industry. 

H005: Compare and contrast different forms of written business communication as utilized in industry. 
H006: Comprehend and give oral instructions in a business like manner as related to the work place. 
H007: Demonstrate proper business like methods of placing/receiving telephone calls and recording 
telephone messages. 




OCCUPATIONAL MATHEMATICAL COMPUTATIONS 



1001: Compute addition, subtraction, multiplication, and division problems as related to an industry. 

1002: Compute addition, subtraction, multiplication, and division of decimal number problems as related 
to an industry. 

1003: Interpret quantitative infonnation from tables, charts, and graphs as it relates to an industry. 

1004: Compute ratios and percentages, as related to industry. 

1005: Calculate distance, weight, area, volume, and/or time problems as related to an industry. 

1006: Determine costs, time, or resources needed to complete a task within an industry. 

1007: Compute costs and make change as it applies to an industry. 



OCCUPATIONAL SAFETY 

J001: Describe actions that various agencies take to prevent accWents on the job, 
J002: Illustrate how accidents on the job can be caused through human error. 
J003: Identify potentially hazardous situations and apply appropriate solutions. 



INDIVIDUAUZED INSTRUCTION 

K001: Analyze technical and related information required of an industry. 

K002: Apply specific technical and related infonnation to supen/ised employment within an industry. 
K003: Demonstrate appropriate job knowledge and skills in supervised employment within an industry. 



EXPECTED STUDENT LEARNING OUTCOMES 
BASED ON THE GENERAL RELATED CORE CURRICULUM 
FOR COOPERATIVE INDUSTRIAL EDUCATION 



The student will be able to: 

CAREER RESEARCH AND PLANNING 
identify a career objective and career profile within industry. 

TECHNOLOGY AWARENESS 
identify computer operations within industry. 

EMPLOYMENT ORIENTATION 

develop positive industry work-traits. 

recognize the importance of rules and regulations within industry, 

HUMAN RELATIONS 

recognize the components of lifestyle as it relates to industry, 
relate aptitude and ability to industry success, 
develop effective human relations skills for industry. 

JOB APPUCATION AND INTERVIEW 
jmplete an employment interview for a position in industry. 

LEADERSHIP DEVELOPMENT 

develop leadership skills for industry. 

recognize citizenship responsibilities as related to a position in industry. 

ECONOMIC CONCEPTS OF PRIVATE ENTERPRISE 

identify the components of the free enterprise system. 

identify the role of labor and industry in a free enterprise system. 



OCCUPATIONAL COMMUNICATIONS (ORAL AND WRITTEN) 



use orai communication skills within the industry, 
use written communication skills within the industry. 



OCCUPATIONAL MATHEMATICAL COMPUTATIONS 
calculate work-related mathematical situations. 

OCCUPATIONAL SAFETY 
analyze industry-related safety operations. 

INDIVIDUAUZED INSTRUCTION 
analyze and apply industry-related infonnation. 
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SUGGESTED CURRICULUM MODEL FOR CC^PERATIVE INDUSTRIAL EDUCATION 



September 

WEEK 1 



October 

WEEK 5 

6 



8 

November 

WEEK 9 



PRIMARY FOCUS: 
CORE COMPETENCIES 



Orientation to CIE, cooperative 
education components, and VI OA 



INDIVIDUAUZED INSTRUCTION: 
Analyze and apply Industry-related 
information (K001, K002, K003) 

CAREER RESEARCH AND 
PLANNING: Identify a career 
objective and career profile 
within industry (A001, / 002, A003) 

EMPLOYMENT ORIENTATION: 
Develop positive industry work 
traits (C001, C002, C003, 0005) 



EMPLOYMENT ORIENTATION 
(continued) 

EMPLOYMENT ORIENTATION: 
Recognize tlie importance of rules 
and regulations within industry 
(C004, C006) 

HUMAN RELATIONS: Recognize the 
components of lifestyle as It 
relates to an industry (D001) 

HUMAN RELATIONS: Relate aptitude 
and ability to industry success (0002) 



HUMAN RELATIONS: Develop 
effective human relations 
skills for industry 
(D003, D004, D005. D006) 



SECONDARY FOCUS: 
OCCUPATIONAL SPECIFIC 



Determination of specific occupational 
cuniculum to be developed for 
Individualized instruction for each 
student In the CIE program. 

INDIVIDUAUZED STUDY GUIDES FOR 
EACH STUDENT 



INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 



INSTRUCTIONAL MANAGEMENT PLAN ACTIVITY 



INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 

INSTRUCTIONAL MANAGEMENT PLAN ACTIVITY 



INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 



INSTRUCTIONAL MANAGEMENT PLAN ACTIVITY 



INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 



ERIC 
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PRIMARY FOCUS: 
CORE COMPETENCIES 



SECONDARY FOCUS: 
OCCUPATIONAL SPECIFIC 



10 
11 

12 



December 

WEEK 13 



14 

15 

January 
WEEK 16 

17 

18 



END OF FALL 
February 
WEEK 19 



HUMAN RELATIONS (continued) 

LEADERSHIP DEVELOPMENT: 
Develop leadership skills for 
industry (F001, F002, F003, F005) 

LEADERSHIP DEVELOPMENT: 
Recognize citizenship responsibilities 
as related to a position in industry 
(F004) 



OCCUPATIONAL MATHEMATICAL 
COMPUTATIONS: Calculate industry 
related mathematical situations 
(1001, 1002, 1003, 1004. 1005 
1006, 1007) 

OCCUPATIONAL MATHEMATICAL 
COMPUTATIONS (continued) 

OCCUPATIONAL MATHEMATICAL 
COMPUTATIONS (continued) 



TECHNOLOGY AWARENESS: 
Identify computer operations 
within industry (B001, B002) 

TECHNOLOGY AWARENESS 
(continued) 

ECONOMIC CONCEPTS OF 
PRIVATE ENTERPRISE: Identify 
the components of the free 
enterprise system (GOOl, 
G002, G003, G004, G005) 

SEMESTER 



ECONOMIC CONCEPTS OF 
PRIVATE ENTERPRISE (continued) 



INSTRUCTIONAL MANAGEMENT PLAN ACTIVITY 

INDIVIDUALIZED STUDY GUIDE FOR 
EACH STUDENT 



INSTRUCTIONAL MANAGEMENT PLAN ACTIVITY 



INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 



INSTRUCTI ONAL MANAGEMENT PLAN ACTIVITY 



INSTRUCTIONALMANAGEMENT PLAN ACTIVITY 



INSTRUCTIONAL MANAGEMENT PLAN ACTIVITY 



INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 

I NSTRUCTIONAL MANAGEMENT PLAN ACTIVITY 



INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 



ERIC 
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PRIMARY FOCUS: 
CORE COMPETENCIES 



SECONDARY FOCUS: 
OCCUPATIONAL SPECIFIC 



20 



21 



22 

March 
WEEK 23 



24 



25 



26 



April 

WEEK 27 



28 

29 
30 



ECONOMIC CONCEPTS OF 
PRIVATE ENTERPRISE: Identrfy 
the role of labor and 
Industry in a free enterprise 
system (G006) 

OCCUPATIONAL 
COMMUNICATIONS: Utilize oral 
communication skills within 
industry (H001, H002, H006, H007) 

OCCUPATIONAL 
COMMUNICATIONS (continued) 



OCCUPATIONAL 
COMMUNICATIONS: Utilize 
written communication skills 
within industry (H003, H004. H005) 

OCCUPATIONAL 
COMMUNICATIONS (continued) 

OCCUPATIONAL SAFETY: Anaiyze 
industry-related safety operations 
(J001, J002, J003) 

OCCUPATIONAL SAFETY 
(continued) 



JOB APPUCATION AND 
INTERVIEW: Complete an 
employment Interview for a 
position within industry (E001, 
E002, EOOd, E004, E005, E006) 

JOB APPUCATION AND 
INTERVIEW (continued) 



I NSTRUCTIONAL MANAGEMENT PU\N ACTIVITY 



INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 



INSTRUCTIONAL MANAGEMENT PUN ACTIVITY 



INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 



INSTRUCTIONAL MANAGEMENT PLAN ACTIVITY 



INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 



I NSTRUCTIONAL MANAGEMENT P1j1\N ACTIVITY 



INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 



JOB APPUCATION AND 
INTERVIEW (continued) 



INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 



INSTRUCTIONAL MANAGEMENT PUN ACTIVITY 



ERIC 



PRIMARY FOCUS: 
CORE COMPETENCIES 



May 



WEEK 31 JOB APPUCATION AND 
INTERVIEW (continued) 

32 JOB APPUCATION AND 
INTERVIEW (continued) 

33 Review of General Related 
core competencies 

34 Review of General Related 
core competencies 

June 

WEEK 35 Mastery test over General 
Related core competencies 



SECONDARY FOCUS: 
OCCUPATIONAL SPECIFIC 



INDIVIDUAU2ED STUDY GUIDE FOR 
EACH STUDENT 

INDIViDUAUZED STUDY GUIDE FOR 
EACH STUDENT 

INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 

INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 



INDIVIDUAUZED STUDY GUIDE FOR 
EACH STUDENT 



36 



END OF SPRING SEMESTER 
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CROSS-REFERENCED iNSTRUCTlONAL MATERIALS 
BASED ON THE GENERAL RELATED CORE CURRICULUM FOR 
COOPERATIVE INDUSTRIAL EDUCATION 

Career Research and Planning 

Expected Student Learning Outcome: IDE^f^FYACAREEROBJECTIVEANDCAREERPROFILEWITHIN 

INDUSTRY. 

(Resources: Worid of Work-Chap. 4; Working-Chap. 12, 13, 14) 

A001 : Select a tentative career objective within an industry. 
A002: Develop a personal career file. 

A003: Develop tentative short-range, mW-range, and long-range career decisions within an 
industry. 



TechnolOQV Awareness 

Expected Student Learning Outcome: IDENTIFY COMPUTER OPERATIONS WITHIN INDUSTRY. 
(Resources: Worid of Work-Chap. 12; Working-Chap. 19) 
B001 : Identify basic operations of a computer 

B002: Recognize basic software packages, such as word processing, data-base management 
systems, and electronic spreadsheets, as they relate to industry. 



Employment Orientation 

Expected Student Learning Outcomes: DEVELOP POSITIVE INDUSTRY WORK-TRAITS. 
(Resources: World of Work-Chap. 6 & 8; Working-Chap. 6) 

C0G1 : Demonstrate self^iscipline. including regular and punctual attendance and dependability 

within the work place. 
C002: Demonstrate a willingness to learn as it applies to the work place. 
0003: Demonstrate the ability to work with or without supervision. 
COOS: Detennine what is needed to accomplish work assignments. 

Expected Student Learning Outcomes: RECOGNIZE THE IMPORTANCE OF RULES AND REGULATIONS 

WITHIN INDUSTRY. 

(Resources: Working-Chap. 6) 

C004: Illustrate that organization, supervision, rules, polfcles, and procedures are important to the 
success of a business. 
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Human Relations 

Expected Student Learning Outcomes: RECOGNIZE THE COMPONE^^TS OF UFESTYLE AS IT RELATES 

TO INDUSTRY. 

(Resources: Worid of Work-Chap. 1) 

D001: Illustrate the nnajor parts of a person's lifestyle. 



Expected Student Learning Outcomes: RELATE APTITUDE AND ABIUTY TO INDUSTRY SUCCESS. 
(Resources: World of Work-Chap. 2; Working-Cfiap. 13) 

D002: Demonstrate how aptitude and ability can impact a person's success in an industry. 



Expected Student Leaming Outcomes: DEVELOP EFFECTIVE HUMAN RELATIONS SKILLS FOR 

INDUSTRY. 

(Resources: World of Work-Chap. 6; Working-Chap. 9) 

D003: Identify problems within industry, evaluate possible solutions, and reach a logical decision 

to handle the problem. 
D005: Demonstrate the ability to offer and accept critic tsm constructively. 
D006: Demonstrate respect for the opinions, customs, and indivklual differences of others. 
D007: Interact in a socially appropriate manner. 



Job Application and Interview 

Expected Student Leaming Outcomes: COMPLETE AN EMPLOYMENT INTERVIEW FOR A POSITION IN 

INDUSTRY. 

(Resources: World of Work-Chap. 5; Wori<ing-Chap. 4 & 11) 

E001 : Develop a letter of application and personal resunrw for a position within an Industry. 
E002: Complete an applteatlon for employment as utilized in an industry. 
E003: Meet the standards of dress and grooming for an employment interview within an industry. 
E004: Describe appropriate hygiene for an employment interview and a position within an industry. 
E005: Demonstrate a positive attitude toward oneself, work, and pride in accomplishment during 

an employment interview. 
E006: Complete a thank-you letter for an employment interview. 
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Leadership Development 

Expected Student Learning Outcomes: DEVELOP LEADERSHIP SKILLS FOR INDUSTRY. 
(Resources: Worid of Work-Chap. 4, 6, 15; Working-Chap. 9) 

FOCI: Demonstrate how positive leadership characteristics can assist an individual within an 
industry. 

F002: Demonstrate the ability to set goals and allocate time to achieve them. 

F003: Demonstrate the capacity to accept responsibilities. 

F005: ParticiF}ate in group and committee discussions to reach group consensus. 



Expected Student Learning Outcomes: RECOGNIZE CITIZENSHIP RESPONSIBIUTIES AS RELATED TQ 

A POSITION IN INDUSTRY. 

(Resources: Working-Chap. 31) 

F004: Explain the responsibilities of citizenship. 



Economic Concepts of Private Enterprise 

Expected Student Learning Outcomes: IDENTIFY THE COMPONENTS OF THE FREE ENTERPRISE 

SYSTEM. 

(Resources: World of Work-Chap. 13; Working-Chap, 21) 

G001: Interpret the effects, advantages, and disadvantages of the open shop versus the closed 
shop. 

G002: Describe the way in which the government is involved in our economy. 
G003: Delineate the differences between different economic systems. 
G004: Describe the circular flow of economic activity. 
G005: Cite the characteristics of the free enterprise economte system. 



Expected Student Learning Outcomes: IDENTIFY THE ROLE OF LABOR AND INDUSTRY IN A FREE 

ENTERPRISE SYSTEM. 

(Resources: Worid of Wori<-Chap. 13; Wori<ing-Chap. 21) 

G006: Describe the roles of industry and labor in the creating of wealth, maintaining employment, 
and raising the standard of living. 



V7 



15 

Occupationai Communications (Oral and Written) 

Expected Student Learning Outcomes: UTIUZE ORAL COMMUNICATION SKILLS WITHIN INDUSTRY. 
(Resources: Worid of Work-Chap. 10; Working-Chap. 15) 
H001 : Identify the primary communications skills. 

H002: Illustrate listening strategies that improve understanding and performance on the job. 
H006: Comprehend and give oral instructions in a business like manner as related to the work 
place. 

HOOT: Demonstrate proper business like methods of placing/receiving telephone calls and 
recording telephone messages. 



Expected Student Learning Outcomes: UTIUZE WRITTEN COMMUNICATION SKILLS WITHIN INDUSTRY. 

(Resources: World of Work-Chap. 10; Working-Chap. 15) 

H003: Describe the advantages a written message n^ay have over a spoken one. 
H004: Read and understand written communications in industry. 

H005: Compare and contrast different forms of written business communication as utilized in 
industry. 



Occupational Mathematical Computations 

Expected Student Learning Outcomes: CALCULATE INDUSTRY-RELATED MATHEMATICALSITUATIONS. 
(Resources: World of Work-Chap. 11; Working-Chap. 16) 

1001: Compute addition, subtraction, multiplication, and division problems as related to an 
industry. 

!002: Compute addition, subtraction, multiplication, and division of decimal number problems as 
related to an industry. 

1003: Interpret quantitative infomiation from tables, charts, and graphs as it relates to an industry. 
1004: Compute ratios and percentages, as related to industry. 

1005: Calculate distance, weight, area, volume, and/or time problems as related to an industry. 
1006: Determine costs, time, or resources needed to complete a task within an industry. 
1007: Compute costs and wake change as it applies to an industry. 
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Occupational Safety 

Expected Student Learning Outcomes: ANALYZE INDUSTRY-REU\TED SAFETY OPERATIONS. 
(Resources: World of Work-Chap. 9; Working-Chap. 17) 

J001 : Describe actions that various agencies take to prevent accidents on the job. 
J002: Illustrate how accidents on the job can be caused through human error. 
J003: Identify potentially hazardous situattons and apply appropriate solutions. 



Individualized Instruction 

Expected Student Leamlng Outcomes: ANALYZE AND APPLY INDUSTRY-RELATED INFORMATION. 
(Resources: Wori<ing-Chap. 14) 

K001 : Analyze technical and related information required of an industry. 
K002: Apply specific technical and related infonration to supervised employment within an 
industry. 

K003: Demonstiate appropriate job knowledge and skills in supervised employment within an 
industry. 



SUGGESTED RESOURCE UST 

SUCCEEDING IN THE WORLD OF WORK by Grady Kimbrell and Ben S. Vineyard, Bennett & McKnight, 
1986. 

WORKING SKILLS FOR A NEW AGE by Urry J. Bailey, Delmar Publishing Inc., 1990. 



